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Thank you for taking a moment to answer the following questions. We will use

this to evaluate and improve our training andmaterials. Any information you
provide is confidential.

Course

Location

Trainer name(s)

Your type of institution: [:3 Public Private

Date

Li Proprietary

[21 Undergraduate/Graduate (:) Clock Hour/Credit Hour

Length of time in financial aid related responsibilities: (years/months)

Please complete the following statements using the scale below:

1 = Unacceptable
2 = Poor/less than acceptable
3 = Moderate/Acceptable
4 = Good/More than acceptable
5 = Outstanding/Much more than acceptable

N/A = Not applicable/Unknown/No Comment

GENERAL

1. How well did this training meet your needs for improving your student aid operations?

LI 1 LI 2 ij 3 1:1 4 rj 5 [:I N/A

2. How well did this training meet the overall objectives stated at the beginning of the course?

3 4 5
L.) 1 LP (JUU1-,3 N/A

3. How well did the training announcement describe this training?

LI 1 {-.3 2 LI 3 rj 4 CI 5 LI N/A



TRAINING MATERIALS

4. How helpful were the case studies, charts and other graphic illustrations?
Li 1 [:1 2 3 jj 4 Li 5 rj N/A

5. Our goal is to provide accurate, clear and organized materials. How do you rate our materials?
1:21 1 [:.1 2 [:11 3 [:1 4 I:1 5 [:11 N/A

PRESENTATION

6. Please rate the presentation and/or slide show for clarity and accuracy.j 1 2 [J1 3 [I4 Lji 5 LI N/A

7. Was enough time devoted to trainee questions and exercises?

Yes No
8. What suggestions do you have to improve the trainers' presentation?

TRAINING LOGISTICS AND MISCELLANEOUS

9. What additional training would you like us to provide?

10. What comments do you have about the workshop's location and training room?

ADDITIONAL COMMENTS AND SUGGESTIONS

You can now provide your comments on this or any other training session on our Training
Information page at www.ed.gov/offices/OPE/announce/trng/ or by sending us an e-mail at
SFA_Training@ed.gov
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RFMS Overview
This mtroductory unit contains two lessons. The first lesson

1 provides an overview of the Recipient Financial

Management System. Details on how to use EDExpress to set up

institutions are presented in Lesson 2.

[Slide 1-3]



Lesson 1 - Introduction to RFMS

Objectives

At the end of this lesson, you should be able to:

1. Understand the RFMS process.

2. Learn about good practices for setting up and implementing RFMS at your school.

3. Know available resources.

[Slide 1-4]
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What is RFMS?
In the summer of 1999, the Department of Education (ED) implemented a new system to track

Pell Grants called the Recipient Financial Management System, or RFMS. Offering newer

technology and more efficient data tools, this system replaces the old Pell Grant Recipient

Financial Management System, or PGRFMS. The new system:

Takes advantage of the significant improvements to hardware and software made by

schools in recent years (For more information, refer to Dear Colleague Letter GEN 97-

11)

Includes many features that members of the financial aid community requested, based

on their experience with the old system

Conforms to ED's long-term vision for its student aid delivery system

Moves the federal student aid programs closer toward common Title IV processes,

records, and data standards

The most important elements ofRFMS are the data records and the underlying business

process. Under RFMS, all institutions must submit an origination record and one or more

disbursement records for each student who receives a Federal Pell Grant. Origination and

disbursement records contain crucial information, such as data related to a student's

eligibility for a Pell Grant and to his or her award amount and disbursement schedule.

Under the new system the school must send both records for each student.

Using these records, RFMS interfaces with the Grant Administration and Payment System

(GAPS) to distribute Pell Grant funds to institutions. Most schools use the Advanced

Funding method to receive their program funds. Some schools use the Just-in-Time

Payment method. These funding methods will be discussed in more detail in Unit 4.

[Slide 1-5]
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The 6-Step EDE Process
RFMS is designed for Electronic Data Exchange (EDE). Using EDE, schools can send and
receive Title IV student financial aid application data to and from the U.S. Department of
Education's (ED's) data processors. Participants in EDE use the Student Aid Internet Gateway
(SAIG) to exchange data with ED's data processing service providers.
As an EDE participant, you transmit data to the SAIL; where it is stored in a network mailbox.
Each of the data processing providers, such as RFMS, retrieve data from the mailboxes daily.
Once the records are processed, they are placed back in the mailbox for you to retrieve.
[Slide 1-61
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RFMS is data-driven. Schools use the Pell module of EDExpress or another software product

to enter data, submit records, request reports, and manage their Pell Grant data. Regardless of

whether your school uses EDExpress or other software, the process is based on EDE. The

EDE process can be divided into the following six steps:

1. Enter DataCreating and saving any type of record using the EDExpress software or your

own data entry software.

2. Export DataCreating a batch of records using either EDExpress or other software.

3. Transmit DataUsing Edconn 32 or other transmission software to access the SAIG and

send the data to a mailbox.

4. Process DataThe appropriate data provider processes the data and the processed infor-

mation is returned to your mailbox.

5. Receive DataUsing Edconn 32 or other transmission software to send an electronic

request to the SAIG to receive processed data.

6. Import DataImporting records stored in batches on your PC into EDExpress or your

own software package.

[Slide 1-7]
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RFMS Data Flow

The driving forces of RFMS are origination and disbursement records. Here, we can see an
overview of the RFMS process and how the data flows.

RFMS Funding Process
From Schools

:;,:, .. ,::

Origination Recorda,

Ditorianield R
I

Department of Education

Recougdilino

Funding

To Schools

-, ;Ornation ,,
e Ackhawiedgements
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Authorizations

Web Drawdevm Request (Advance Funding

,
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Let's briefly walk through the RFMS process. It will be covered in much more detail in later

sessions.

1. First, you submit an origination record to RFMS for each potential Federal Pell Grant
recipient. This origination record is used to verify student eligibility. It contains an estimated

award amount and expected disbursement dates. The origination record can be sent as early

as the spring before the award year for each Federal Pell Grant eligible student.

2. RFMS edits the origination records to verify that the student is eligible for a Federal Pell

Grant and that you've calculated the correct award amount.

3. Within hours, you receive an acknowledgement record for each origination record you sent.

The acknowledgement tells you whether the record was accepted or rejected. It also indi-

cates whether the system made corrections to the data.

4. You must transmit a disbursement record for each Pell Grant disbursement you make within

30 days of the disbursement. The disbursement record is short and simple; it reports the

actual disbursement amount and date of disbursement. An accepted origination record must

be on file in order for the disbursement record to be accepted. You also have the option of

sending the first disbursement record at the same time as you send in the origination record.

5. RFMS edits the disbursement records and returns an acknowledgement record to you, just

as it does for submitted origination records.

RFMS offers schools various data reports that allow you to better manage the Pell Grant

program at your institution. For example, when two separate institutions submit disbursement

records for the same student, each school will automatically receive a Multiple Reporting

Record (MRR), which will give you the information necessary to reconcile the situation and

prevent potential overawards. You can also check to see what other institutions might have

submitted an origination record for a student who has applied for a Pell Grant at your school.

In addition, the Electronic Statement of Account and the Year-to-Date reports allow you to

effectively manage your Pell data.

Most schools will continue to receive funds using Advance funding. Under this method, an

institution receives an initial authorization amount from which it may draw down funds from

GAPS. RFMS continues to adjust the initial authorization amount during the award year

based on the disbursement records transmitted by the school.

A small number of schools have been using the Just-In-Time payment method, which was

available for the first time in the 1999-2000 award year. This payment method, under which a

school does not receive an initial authorization, willbe discussed in more detail in Unit 4.

12
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40 Unit 1RFMS Overview

Implementation Planning
RFMS was first introduced in the 1999-2000 award year. Now that you have had some
experience with the new system, you and your colleagues in the financial aid office should
think about how you can use information available from RFMS to your greatest advantage.
While we have really only discussed disbursement and origination records here, additional
reports are available from RFMS that make the business of managing your Pell Grants
easier. Multiple Reporting Records, Electronic Statements of Account, and Year-to-Date
statements are examples of such reports. In addition, RFMS processes your data much
faster than PGRFMS did. This likely makes aid administration easier. As we learn more
about the details of the system today, think about how you can use RFMS to improve
your school's aid processes.

RFMS requires you to submit data differently than under PGRFMS, and ifyou are still
integrating the new process into your financial aid office, you may want to consider how you
processed Pell Grants in the past and how to continue changing your processes to take advan-
tage of the new system.

Processing Procedures

Ask yourself how your school handled major Federal Pell Grant reporting functions under
PGRFMS, such as:

Reporting Federal Pell Grant payment records to ED

Handling closeout, including receiving and reviewing the Student Payment Summary

Dealing with overpayments

Also, consider what changes have been required in your processing procedures over the last
year, such as how your school:

Creates and submits origination and disbursement records

Uses the Multiple Reporting Record

Uses the Year-to-Date record

As your office implements RFMS, you might consider developing a written processing sched-
ule describing when you submit each of the various records to RFMS. Also, you should
determine whether RFMS affects your policy and procedures manual(s).

[Slide 1-9]
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Computer System

You should also determine how RFMS might change your computer needs by asking these
questions:

Do you currently use EDExpress?

Might EDExpress be used in conjunction with school or servicer software?

Will you use EDExpress to handle RFMS requirements?

If not, how will you ensure that modifications are made to your systems to accommo-
date RFMS requirements?

Staffing

You should consider how RFMS might affect office staffing. The answers to these questions
may offer some guidance:

How has RFMS affected the workload in your office?

Has the change in processes left staff responsibilities unclear?

What are your office training needs?

How might the new system affect institutional staff outside of financial aid?

Communication/Coordination

The Federal Pell Grant program is very important to all participating institutions. You
should consider the affect of RFMS on other offices at your schools. Consider the
following questions:

How does RFMS affect the business office?

Have other offices been affected, or need to know about the changes you have made so
far or may make this year?

Should students be informed of the changes in the system?

Resources

Where can you learn more about RFMS, or ask for help if you have a question?

The chart on the following page lists the available resources.

[Slide 1-10]

Pell Training 2000 14 1-9



41, Unit 1RFMS Overview

RFMS/EDExpress Resources

..

Help Desks

1. Federal Pell Grant Hotline

2. CPS Customer Service

1. Questions about RFMS

2. Questions about installing and
using EDExpress

1-800-474-7268

800/330-5947
cps@ncs.com

List Serve

SFATech
Questions for your peers and the US
Department of Education about
RFMS and EDExpress

Subscribe at:
www.ed.gov/offices/OSFAP/sfatech

Paper Resources

1. 2000-2001 EDExpress Pell Desk
Reference

2. 2000-2001 Pell Grant/RFMS Technical
Reference

3. Changes to RFMS processing for 2000-
2001

4. Action Letter #8 January 2000

1. Step-by-step instructions for
using Pell EDExpress

2. Record layouts and instructions
for programmers developing an
interface to RFMS

3. Description of most significant
RFMS processing changes for
2000-2001- February 29, 2000

4. Desciption of MRRs and the
data request process

Distributed with version 6.2 of
EDExpress

Download from:
www.sfadownload.ed.gov

www.ifap.ed.gov
Select Current SFA Publications, then
Pell Grant (RFMS) Process

www.ifap.ed.gov
Select Current SFA Publications, then
Pell Grant (RFMS) Process

15
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Lesson 1- Exercise

Unit 1RFMS Overview 0
Now let's try an exercise to see how much you've learned about the RFMS process.

Double click the icon on your desktop called "2000 EDExpress Training - Pell Puzzle." Follow
the directions. You'll come to a screen with out-of-order pieces of the RFMS diagram we saw
earlier. Your goal is to create a logical flow chart of the process by using your mouse to drag
and drop the pieces of the puzzle. If you make a mistake, the puzzle piece returns to its starting
position. If you are correct, the puzzle piece stays in place in its new position. Take a few
minutes to work on this, and have fun!

[Slide 1-11]
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1 Unit 1RFMS Overview

Lesson 2 - EDExpress Setup

Objectives

At the end of this lesson, you should be able to:

1. Understand how to use EDExpress to set up a Pell institution for a reporting campus.

2. Understand how to use EDExpress to set up a Pell institution for an attending campus.

3. Define the various terms used for processing Pell Grant data.

[Slide 1-12]
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Entering EDExpress

When you install EDExpress for Windows, icons are created for the
main software, Query Help, Uninstall, Windows Help, and Getting
Started. In Windows 95, Windows NT, and Windows 98, you can
open the software from a program folder or shortcut.

srm

Accommies

tit Internet Explorer

Snscilt32

Ca Star*

r ic Command Pro*

wodurnErriolor

Netscape Smantiodate

ElNew Office Document

Open Office Document

(:::j Documents

. 56fixo

r4-6) led

kirk)

t Aerrolnistrein*1004 (Comet*

la Adobe Acrobat 40

CfnRoyor

leicossoltR thence

l Nefseepe COmMuntoefor

Network AssociatessisutScan NT

' , Startup

co.-y(64$

MiorcsottAccess

* Microsoft Binder

14 Microsoft Excel

DA- Si Morose* Ostia*

Mioreseft PhotoEau

Microsoft PorrerPori
StoDwol.

To open the EDExpress
software, click Start.

Select Programs.

Select EDESuite.

Click EDExpress for
Windows 2000-2001.

4 EDEspress for Vfmclova 20004001 query Hip

EDExpress for Wirdows 2000.2001 tiring el 4,0

EDExpress for Windows Help 2000.2031

4 Getting St/eta:MOO-4001
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Logging Into EDExpress

Type SYSADMIN in the
user ID field.

Type pe112000 in the
Password field.

Click OK.

When you enter EDExpress for the first time, the default user ID and
password is SYSADMIN. EDExpress then prompts you to change the
default password by creating a new password. Within Setup, you can
then establish additional passwords for your staff.

For this training, we have already set up pe112000 as the password.

$ $ $

ba Now loot* HOP

i or HelP., WO* Fl

User ID I'YADMIN

Patmotti I

New Password

Uwe!

wfioonisg Fll 5 q SUlTfw A ASS F r illNpe V6s,g4;440 t

1-14 Pell Training 2000
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.Unit 1RFMS Overview /II
Pell Institution Setup

Lessors 2

Before you can add Federal Pell Grant records, you must first enter information about your
school in EDExpress. Depending on the method you use to participate in the Federal Pell
Grant Program, you need to provide information about your school and any corresponding
branch campuses.

Each student Federal Pell Grant record that you add to EDExpress is identified by both a
reporting and an attended school code. When you enter information about your school you
have the option of entering default data such as cost of attendance and enrollment status. This
default data is added automatically to every student record, so you don't have to enter it
manually. However, if necessary, you can change default data on a student's record.

Reporting Campus

The reporting campus is the Federal Pell Grant funded institution. You can enter any number
of reporting campus default records and as many as ten attended campus default records for
each reporting campus. The system saves these only as default values, and you can replace
them, as needed, in the data entry screens.

You must create a default institution before you can perform many of the software functions.
You can enter as many as ten cost of attendance amounts for each campus.

Attended Campus

For independent campuses, this is the same as the reporting campus. For central administra-
tive campuses and offices reporting for branch campuses with a unique Pell institution number,
the attended campus is the campus the student actually attends.

The attended campus ID must be a valid Pell institution number for a campus or location
eligible to participate in the Federal Pell Grant Program, as shown on your current Program
Participation Agreement for the Federal Student Financial Assistance Programs.

Pell Training 2000 1-15
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Unit 1RFMS Overview
LessniC2

Reporting Campus Setup

To add a Pell institution
to EDExpress, select
Tools from the menu
bar.

Click Setup/Poll/
Institution.

We will now add a reporting campus to EDExpress. During the
demonstration, we will discuss the fields used in the setup process.
After we describe the process, you will complete the actual setup for
the reporting campus. In this example, we will assume that our school
uses two disbursements, and that all students will be enrolled full time
and use Pell formula 1. We will also assume that the attended campus
is the same as the reporting campus.

40 Reminder: Any values you establish in Setup only help minimize
data entry in each record. They can be modified in the student's
record at any time.

kmamisetept
98 Prods lid
el 1$ is

Waes
- fackaging

tome 1/seat 1-par,

file Pamela.. Fell

Set up the school's PO payment parameters. , C*4 \PFIDORAM FILMEDESUITMOMFIESS f0f1 WINDOWS vsexpIlt401-Indb) INO4
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Unit 1RFMS Overview

The first step is to identify the campus as reporting or attended. Since
this is a first record, it will be a reporting campus.

11 I t ti 4 '

Pk, Now loolc Et*
I

Reporting campus is
the default selection, so
click OK to continue.

OK

Pcif its

r 'mot I ti4;ip

x

FOR* Prgssfl ie,V1100440011.EKOESURE PEXPBE$S,EnliVIIAIOVIS",04$001. =NIX

Pell Training 2000 1-17
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Type the reporting
campus Pell ID. In this
example, type 011111.

I st,

Since this is the reporting campus, the attended campus defaults to the
same value.

The name and address fields for the "assumed" institution are auto-
matically filled with data from the EDExpress database.

Ne.Note: For this training, we have already set up an "assumed"
institution. You can only select school codes for institutions that
already exist in the EDExpress database. Nearly every school is
listed in the database. In the unlikely event thatyour school is
not in the database, click Help on the menu bar, then select the
"How Do I?" option. Select the instructions for how to add a
school to the database.

MAID %Attain
Row NterldedCmput

3 , 011111 011111

FMInfonstatiotv

Name

Irian* I

Ugh** globe ea

FOXNuristost

Entgassost Iriotroattess

Wok/ant SW= r3,
Academia CiOsoklat

Payment Methodelsot

WOO1t3 ROAM 48d01114YOtot

Hotateascilts'oPrtgramAoadsoicYeaL 1=

I

ROM SFA UNIVERSITY

Add" 11731014,STREET

Asickoso j

IANYTOWN State VA 'w

Z1142220 WOO instkutklo7

Misoinfrimtion V-

3

1st/meted Disbusamont*
ittgibliktt Typo:

f raszial Costs&

lostkitioniMbursomogbotion

:E1100ment Otot _!_ /_ co
Number of PoyiroriPeiois Studenti S4;0°11'681/ f

14 4 Nat riEC.:11'D

Citt- COI

Cost of A0016040

r*-77

a C-77
3' r-

5: 177
6: r 7

x
x
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Unit 1RFMS Overview

FAA Information

Now we will review the rest of the fields on the Setup screen.

Let's start with the FAA Information box. This section is where you
record the name, email address, and phone numbers of the contact
person at the school.

i Filtrating Cermet Atiencied Cermet

1:1111111 011111

-FAA inkarrtatian, ,,,,,

Nam IM SMITH

Wee* imsrnih@sfaedu

ifthonethinbeT; l(99:3999.9999 ext.

>

FAX Numbs::

-En/figment Inkimabon

Entailment Sta4im

Academia Calendar 13

Parent Methosialoge [

Weektillf'fogramAcaderNaYearr,

HatasitsadtsinilmetainAeadatimVaet r_77,

Inseution Intonation

Nano- 1SFA UNIVERSITY

Addicts 1: 1123 MAIN STREET

kick= 2. 1

State: VA 10

For this example, type
M SMITH (for Name)

msmith@sfa.edu (for
Internet)

999-999-9999 (for
Telephone Number)

Leave FAX Number
blank.

Zift

Mite itgaimation

-
f*timatati istostmett

Inteutkin Type,

fin/facial-Conant

institutional Disbursement Deb=

Enrollment Data F__//

Numbat of Payment' Pete& in Studittlet St/ion/Yea!: f-

H 4 'NEsd At --PO p tot

5d-J, Peltke,' five

OK Cannel

Cast at Attendance

1:

2- 17---

4: I-
5: r--
tx r--

0:

a

1 th 17-7

CAPAIDGFIAM FIESNEDESUITMDEXPF1ESS FOR Wilk/POWS Meaptes01.indb

x
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Default Institution

For this example, place
a checkmark in the
Default Institution box.

Next, place a checkmark in the Default Institution box, if you want
the information about this school to automatically be placed on
reports, screens, and records.

Tip: Always mark this box, unless you are handling more than one
school code.

Patna
Repodiro Campus, Attended Compuix

011111 011111,

FAA Informations

Name: IM SMITH

Internet imsrrdth@sfaedu

Telephone Number; R9981999.9999 ext.

FAX Number.

-Enrolment

Enrollment Statue

Academie Calendar FE'

Payment Methodology: FE

Weeks in Program Academe Year:

Hoot/Credits in Program Atedemit Yearr

For He0..pterit Fl

Instity6arr Information

Name. JSFA UNIVERSITY

Adritets 1 ,123 MAIN STREET

Addles: 2 I

ANYTOWN State: VA 4"

zip 122203- DefatA institution?

Mist Womb",
Ingthrti T

EttTlNNDisbutotin I
R:

Furst i control

ThstitubonedEnsbumeroent Gotiort FE

Enrolment NW: li:%ge

Number of Ps ment Periods in Studs SohoolYeat r--

14 4 r4Ek, PEc.pr tl
AkH i,,r,rof.- I levy

°) Cancel 1 Help

x
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Cost of Attendance

MS Overview

You must enter one cost of attendance figure. You can enter up to ten.
The cost of attendance is used with the EFC to determine the student's
scheduled Federal Pell Grant. For more information about the
components used to calculate a student Pell cost, see Chapter 4 of The
Federal Student Aid Handbook.

Vilv lip: Enter the most commonly used cost of attendance in this first
field. The first cost defaults to every student's record. If necessary,
you can select one of the other costs from the list that is displayed
when you open the student's. record.

Nikx Note: Fields in yellow are required.

PeOID

Aenowtin9 tampon: Attended-Coven

011111 011111

Nan* IN SMITH

Intone Imarnwth@sfaedu

Teephone Number: 1(999T9919999 ext.

FAX Numb* CT:7

Enrolment Iii cemation

Enrolment Stelae

Menefee Calendar: r,73

pavraont*thodoiv:

weeks in ProgramAcadernroYear.

Heatictadhiiptootammbthorityes:

IneNution Intonation

For this example, enter
the following three cost
of attendance figures in
the first three positions:

1. 10000

2. 12000

3. 14000

Name- ISFA UNIVERSITY

Address 1 ,123 MAIN STREET

Addreen 2:

ckg ANY State VA

zir 221557,_7

Moo Informatino

ingrnatetlarebtn entonots

De m* Instaution? P

Insinutian Typo

FewancieltOnnOt

InsbtukoneDoborsement Otemn:

Eriallnwern Date

Number of PkimantPwwwwods StuderesStboo1Year r--

H

OK

Forfielp. pouf 12

'4EW
11.

twire

Cost of AllerKlancoi

1; 1176,000

2- PTA

$14,000

4:

5: r----

Ec r---

ET
a r---

m

leNktiiiRa4 Af1l4VEslif&EiEkiiiaiss FOR WINDOWS VStevres01 indb

Pell Training 2000

2 G
1-21



Enrollment Information

For this example, enter
1 (full-time) for
enrollment status and 3
(semester) for
academic calendar.

0, 0

The fields in this section are used to calculate the Pell Grant award.
The possible entries for the first two fields follow:

Enrollment Status 1 = Full time
2 = Three quarter time
3 = Half-time
4 = Less than half-time
5 = Other

Academic Calendar 1 = Credit hour, non-standard terms
2 = Quarter
3 = Semester
4 = Trimester
5 = Clock hour
6 = Credit hour without terms

fer' 71p: Press the Fl key to get information about the possible values
for each field.

-Pet 1D
Awaiting Campo*, Attended Cannot

011111 011111

Nam 114 SMITH

internal I msrmlh@sra edu

Telephone Number: ospose.ssss eaL

FAX Number.

-Enrollment Infccnthant

Enrollment Status: 1

Academe CAlendar

Payment 140111040109Y: FE
Week: in PevansAoackroto Year: r:

HotatiCtedki in PfOrjtatil Atedertat Yea: r

For Help_ pox* Fl

institution Infotmalion

Nam ISFA UNIVERSITY

Address is ,123 MAIN STREET

Address I

OWN State; VA *

ZIP' 12275

Mite information'

istittobmaioutoinanbi I

Default !maul:kin? F,

Inetkution Type

Foxixriel Cement r---3

InslitutIonal Dnbufsement Oplior r-3
Enrollment Dote. 03

Number of Payment Period* In Student's SehoolYear 1771

14 4 HECuP.Ls

OK 1

Deers> I lave R ,

iice4 I tier°

Cost Attendance

1, rimrco

2 P27000

3 arr000

e r---
17-7

a

,C\PROGRAM FILESTOESLOYESEDEXPRESS,FOR WINDOWS VSkeuptett0,1.mdllf

x
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The next three fields are also used in the calculation of the Pell Grant
award.

1. Payment Methodology indicates which formula a school uses to
calculate the award.

2. Weeks in Program Academic Year is the number of weeks of
instructional time in the program's academic year.

3. Hours/Credits in Program Academic Year is for students enrolled in
a program that

Measures progress in clock hours,

Measures progress in credit hours but does not have terms, or

Has a non-residential portion offered by correspondence and
does not have terms.

EDExpress edits your entry to make sure that the information in these
fields is consistent with program regulations. The table on the
following page defines each of the five payment methodologies and
the acceptable values for the other fields. For example, only 2
(quarter), 3 (semester) and 4 (trimester) are acceptable values for
academic calendar if the payment methodology equals 1.

ID

14norang Canna: Attended Campus:

011111, 011111

FAA Information

Name: IM SMITH

kismet Imsmith@sfaedu

Telephone Number: 1(999)99S.9999 ext.

FAX NUalteC

-Enrolment }donator

Inteution Intonation

For this example, enter
1 for payment
methodology and leave
weeks in program
academic year and
hours/credits in
program academic year
blank.

Name- 1SFA UNIVERSITY

Adtimes I: ,123 MAIN STREET

Arickere
1

thy: NY State: VA

Zer 122203-_

Mae intonatiw

Default Insthilion? P

Cost of Attendance

1; Mord

2- fliTerro

3 $14,006

*

r---
I. I

9I
a r----
r---

Settlement Statue

Academic Calendar.

Payment Methodology,: 1 3
Weeks tePtositemAcaderniaYeer:rur

outtiCraditt RoaramAndemic Yeek r"*.

Institution To*
estimated DisbiteetNete

FmanciaI Contra

Inetduttonel Disbursement Oebots

Croaked Date: 1..../1

Nuato of Noment Pea& iti StOdent's SalloolYete,

Rif Help. pawn

14 4 Ew H
j Ian -4:ve,

He*

C PROGRAM FILEMEDESUITEtEDEXPRESS FUR WINDOWS VS elotes01.fildb

x
x
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40 Unit 1RFMS Overview
Lesson =A.

Credits/Hours in
Program's Academic Year

Weeks of instructional time in
Program's Academic Year

Payment
Methodology

1

Academic
Calendar

2=Quarter
3 =Semester
4=Trimester

May be used in a program:

b) That uses standard terms
c) Which the fall through spring terms:

i) equal or exceed 30 weeks of instructional
time, or

ii) equal or exceed the weeks in its academic
year

iii) if the program receives a waiver from ED

Blank Blank

2 2=Quarter
3 =Semester
4=Trimester

a) That measures progress in credit hours
b) That uses standard terms
c) In which the fall through spring terms:

i) are less than 30 weeks of instructional
time, and

ii) the program did not receive a waiver of
the 30-week minimum from ED

Valid
value =
30-78

Blank

3 1 =Credit hr
2=Quarter
3 =Semester
4=Trimester

a) That measures progress in credit hours
b) That uses terms (standard or nonstandard)

Valid
value =
30-78

Blank

4 5=Clock hr
6=Credit hr
without terms

a) That measures progress in clock hours
b) That measures progress in credit hours but

does not have terms

Valid
value =
30-78

Valid
values 5-
clock-hr =
900-3120
6-credit-hr
without
terms =
24-100

5 1=Credit hr
2=Quarter
3 =Semester
4=Trimester
6=Credit hr
without terms

a) That is offered by correspondence
b) That is a nonresidential portion of an

eligible program
c) That measures progress in credit hours

(standard terms, nonstandard terms, or
without terms)

Valid
value =
30-78

Valid
values 5-
clock-hr =
900-3120
6-credit-hr
without
terms =
24-100
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Unit 1RFMS Overview

Misc Information

The fields in this section provide the RFMS more information about
your school. The valid values for the first three fields follow:

Institution Type 1= Less than one year
2 = One year but less than two years
3 = Two years but less than three years
4 = Three years but less than four years
5 = Four years (baccalaureate degree only)
6 = Five years or more

Financial Control 1 = Public
2 = Private, nonprofit
3 = Proprietary

Institutional Disbursement Option 1 = Advance Funding
2 = Just in Time
3 = Cash Monitoring Level 2/Reimbursement

Cash Monitoring Level 2/Reimbursement is a new disbursement setup
option for 2000-2001. This option is used by Cash Monitoring Level 2
schools who are on reimbursement. When you select this option,
EDExpress requires that you use special disbursement records only. Cash
Monitoring Level 1 schools should select option 1, Advance Funding.

ID

Reporting tamps= Attended Camp*

011111 011111

FAAinftrthabIYA-

Nam 1M SMITH

tutee & Inurreh@sfaedu

Telephone Number; 1(999)999.9999 ext.

FAX.Number

Enekaant Infatratton

Enrollment Statue FE

Academia Calendar 3 3
Payment Matitattotow [F'

Week, in Pavan) Acadetnaseear.

Room Academic Yawl

instRution Intonation

Name: ISFA UNIVERSITY

Adthent ,123 MAIN STREET

Addresa 2 1

OtAy. ,ANYFOWN State: VA

Lesson 2

For this example, enter
6 (five years or more)
for institution type, 1
(public) for financial
control, and 1 (Advance
funding) for institutional
disbursement option.

Detault institution? IF:, t

Mae infamaticer

InstItution ippa
jOitniotati 15;;Ittaeonant t; I

ftnirocial Crottot

Insatutranal Otsbumartent Ophoct

Entailment Date 1:77-1111

Motet af Payment Pena& m Student's School Year 11

1.4.1j1 c<Ew

Aul tyatz lave

OK

cast at Attendance

1: ror505

z 11127000

Mr00

7:

17:77

a 177

1C1PROGRAM fILEVIDESIIITEkEDE*PflESS FORWINIMWEVEletiplert01.41-1

X

x
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For this example, enter
08/28/2000 as the
enrollment date and 2
as the number of
payment periods in the
student's school year.

Pei ID
Repotting Camp,*

011111

Next, set the general enrollment date. This is the first date the student
was enrolled in an eligible program for the school year.

dReminder: The enrollment date defaults onto each student's origi-
nation record. It can be modified, as needed, on the individual
record.

71p: Use the calendar button to enter the enrollment date. Use the
arrow keys to scroll to the correct month and year. Double click on
the correct day to select the date and close the calendar.

Next, enter the number of payment periods in the student's school
year.

'4444 Note: This field must have a value if you select Cash Monitoring
Level 2/Reimbursement as the institutional disbursement option.

Mended Canoe

011111

FAA blermation

Namo IM SMITH

lrionst Imarreitheal a edu

Telephone Number: 1(9991999.9989 ext.

FAX Number: 11_

Enrollment Infamakm

Enrollment Status!

Academe: Calendar riE

Payment Methodology: FE
Week: m kolyan Academier'eat:

14auttiatidits in Program Academic Yes: I-7

For Help.pmet Fl

institution Intonation

Name. JSFA UNIVERSITY

Addmet 1' 1123 MAIN STREET,

Addleva

Cigt: ANYT N State VA

23Ir 122203-

Mite Informaarm

EatimatedDiabutsarnott I

Default Institution? 1

Inn Ism
Financial Contra ITE

laditubonal Disbursement Option'

Enrolment Date; 108/28/2000

Nuateref Peoment Period* in Student's SehoolYear r2

x
x

Cost of Attendance

1, 1W01:1

11r2700

2 rilr.r00

4: n
a

6, I-
7.I

etc I

HE.G.rr

I Deo: 1 slavio

s.c!ry;4:1

IC:PROGRAM FILISSEDESUITEVOEXPRESS Ft:IRV/WIDOWS V6kelome01.mdb

1-26

31
Pell Training 2000



Click the Estimated Disbursement button to enter the dates you expect
to make Pell Grant payments to students.

In the 1999-2000 software, this button was called More Setup. It has
been renamed and moved to the Miscellaneous Information section.

to E

Pe II ID '
IRepotting Camput Attended Campus:

011111

FAA Irionalian - -

New, 1M SMITH

Internet jrnsmsthOsia.edu

Institution Infolmation

Name. ISFA UNIVERSITY
011111

' Estimated Disbursement 0

Telephone Number: 1099099.9999 ext.

FAX Number. IL_L2

Entailment intonation- %:

Entailment Status` r

Academia Calendar ri

Newt Methodology r
Weeks in Program AcademicYear r.

Hauts/Cestits, in %gram Academic Yew 1

Fat fleip.ptetsri

09101 /200i.

g

1 . 1

O1( ta;ciei

Lp_xid omae. I Save j t3titnev.J. I

Cancel ,1141/P J

1

/2000 14,

ter 127

For this example, enter
09101/2000 and 01/15/
2001 as estimated
disbursement dates.

Click OK to close the
box.

Cost of Attendance

r1 510.000

IWOrto

3: 111W00

4 r---7

5. I--

to

iCAPFICpRAM RLEMEDESUITENEDEXeRESS FOR WINDOWS V61exptes1)1_

x
x
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OK I

411) Unit 1RFMS Overview

Save the Setup

Click the Save button.

Click OK to confirm.

111 ff t
r

The last step is to save the record. Click the Save button.

110

Repotting Campus' Attended Cement.

011111 011111

FAA Mformation

Name:

Internet I

Telephone Number: IL, ext_

...

FAX Hemet':

-Enrollment Infatuation

EnrolIment Statue: FE

Academie Calendar

Payment Methodology: FE
Weaka e+ Program Aoaderaro Yam: Fr

HairsiCredte in Program Academic Year: MK

Intlittreo Information

Name: S AONIVERSI Y

Address 1123 MAIN STREET

Adam* a I

aky IANYTOWN stabs VA 41'

aZip. 122203- -_,.. Default Institution? r

wig information

fromon Two:
ivemotedr,4,bumernerts

Palencia! Corrupt 1---3

IrrAitubottal Disbuttement Optiort 13

Enrollment Date

NunteeOf Peyment PeriOds StudenN Soho:4Year

71;1
4 tif ,v 14 C.1;;L`

.3s.4+1 De Mt. I Save

&rtc'el

FATE

-Cost of Attendance-

x

x

7--"'"'16:44,0Fasibt:EttpEitittENEfitsoftE§adiTcliNDo'NV§AsevritioGiiiii--r-ri

1-28
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Unit 1RFMS Overview

Attended Campus

Remember that the attended campus is the campus that the student
actually attends. For many schools, the attended campus will be the
same as the reporting campus.

Offices reporting branch campuses with unique Pell institution
numbers will need to set up a record for each attended campus. To
create an attended campus record, click the add button. Enter the
reporting campus ID.

t t

Aerating Campus, Attended Campus:

011111 01111

-FAA intonation

Name: IM SMITH

Interned' Imarrelh@sfaedu

Telephone Number,. 1(993)99S-9999 e

FAX Number: M:

Eraohent lrforrnabon

Ern:boort Status'

Academie, Calendar

instkution Intonation

Name- ISFA UNIVERSITY

Addiese 1; 1123 MAIN STREET

Address 2 I

Campus

Repesting r Attended

Repotting Campus. Pet ID

011111 D

Payment Madvadow OK Caret 1 *IP

Weeks m Pavan AcaderatoY

HoureiCredite it Program Aoadearet Yea: f=

x VA

7 ,

Numb& ell Pornent Petals tn Student's Sailed-Yea/

00

Lesson:A

Click the Add button.

Enter 011111 as the
reporting campus Pell
ID.

Click the OK button.

14 4 Ew Ht--ED l t't
NI-I,- I -0;.1;471 raa,;trae.

1, OK caned I Hato

Cast d Attendant:e

l: Firr0

ria600

3- 1M00

k

7 r
tit

St

1:77

x
x

RAH*. Porten IC SMOG* fILESkElkSOITE1EDEXPRiSiktRVANIVWSV,64e4;iittel.4r,7,
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1RFMS Overview

Attended Campus

For this example, enter
011101 as the attended
campus ID.

Click Cancel, then No
to exit the screen.

3 t

A new institution set up screen appears with the reporting campus Pell
ID displayed. Enter the 6-digit attended campus Pell ID. The name
and address of the institution appears.

Complete the rest of the screen using the same instructions you
followed to set up a reporting campus record. Save the record.

Felt 11)

flepottino Comex Attended Can

-11 " 011101

FAA Information

Name: I

Interne I

Telectione Number:

FAX Nurobc

Enrollment Intormaricei

EntolltrAnt Statues

Academe Catencter

Pavement Methodology: FE
AisfeektinkogfamAsademtoYeen r-_-

Mouts/Crectits inPfooram Atedetio Year:

For Help., press F1

-tratitution !Mom-lotion

Mame. ISFA COMMUNITY COLLEGE

Z
Adrift14 1. 1456 SOUTH DR

Add=

ariy. 'ANY OW Statec VA "0

ZIP 22203 Default Institutkr? r
Mite triomattort

Etditoetod Dllbtoemente 1

Instkuticel Type:

Financial Contra FE"

1nstitutonal Onbumement Option.

Enrollment Dew I

Number of Payment-Perm& in Student's Sohooretter

14 4 * *i

OK
-

1)r. I lave

614.°°/ I ties
1

Cos1lot Attendance

2 r--
3.I

t

a E-7,
7.y.
a r,

a

1"--

,CAPROGRAM FILEMEDESUITENEDEXPRESS FOR %ANIMUS VSleupte401.mdb 1

X

X
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Lesson 2 Exercise
Instructions

[Slide 1-12]

Unit 1--RFMS Overview

Use the steps outlined below and the following data to complete the setup for the reporting
campus that we demonstrated in class:

Step
1

Action
To open EDExpress, click on the Start button on the main window.

Select Programs/EDE Suite/EDExpress for Windows 2000-2001.
2 Enter sysadmin as the User ID, and pe112000 as the password.
3 Select Tools/Setup/Pell/Institution from the main menu.
4 Reporting Campus is the default selection. Click OK.

The Pell Institution Setup screen is displayed.
5 Type the reporting campus Pell ID, which is 011111.

The name and address fields for the institution automatically default from the
EDExpress Institution database.

6 Complete the FAA Information section of the screen. Use the information
provided below.

7 Verify the Institution Information, and

Click on the Default Institution checkbox to indicate this is the default
institution.

8 Complete the Cost of Attendance section of the screen using the values
provided below.

9 Complete the Enrollment Information section of the screen using the values
provided below.

10 Click on the Estimated Disbursements button. Enter the Estimated
Disbursement Dates provided below.

Click OK.
11 Complete the Miscellaneous Information section of the screen using the values

provided below.
12 When all of the information is entered, click the Save icon to save the record.

Field Value Data:

El

DI

Pell ID Information

Reporting Campus: 011111
Attending Campus: 011111

Institution Information

Name: SFA University
Address 1: 123 Main Street
City: Anytown
State: VA
Zip: 22203
Default Institution? Yes

Pell Training 2000
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ip1RFMS Overview

Lesson 2 Exercise, continued

Field Value Data, continued:

FAA Information Misc Information

6
1

Name: M SMITH
Internet: msmith@sfa.edu

Institution Type:
Financial Control:

Telephone Number: 999-99-99999 Institutional Disbursement Option: 1

Enrollment Date: 08/28/2000
Number of Payment Periods

in Student's School: 2

Estimated Disbursements: 09/01/2000
01/15/2001

Enrollment Information Cost of Attendance

Enrollment Status: 1 1: 10000

Academic Calendar: 3 2: 12000
Payment Methodology: 1 3: 14000
Weeks in Program Academic Year:
Hours/Credits in Program

Academic Year:

1. Which cost of attendance figure will be automatically placed on each student's record?

2. How can you tell which fields require an entry?

3. What is the primary purpose for Pell Institution setup?

1-32 Pell Training 2000
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Lesson 1 - Origination Overview

Objectives

At the end of this lesson, you should be able to:

1. Understand why you need to send origination records.

2. Understand the origination process.

3. Know what data is needed on the origination record.

4. Know how the origination record is edited.

[Slide 2-2]
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Introduction
Origination establishes a record in RFMS for each potential Federal Pell Grant recipient at
your school. You need to send one origination record for each student who will receive a
disbursement.

The student does not have to be enrolled at your school at the time you send an origination
record. In fact, you can send origination records to RFMS before the award year begins. The
only requirements are that you have received a valid Federal Pell Grant eligible ISIR or SAR
and calculated a Federal Pell Grant award.

No consequences result if you send an origination record for a student who does not eventually
receive a Federal Pell Grant at your school. You don't need to send a corrected record or
inform RFMS that the student never came to your school.

More than one school can submit an origination record for a student. However, RFMS only
accepts one origination record from each school for each student. You can find out whether
other schools have submitted an origination record for your student. We'll cover that issue in
Unit 5 when we discuss managing your data.

Origination records must be sent before or at the same time as disbursement records. If RFMS
receives a disbursement record for a student who does not have an accepted origination record
on file, the disbursement record is rejected. Sending in origination records before disbursement
records is to your advantage, since a rejected origination record leads to a rejected disburse-
ment record if they are submitted at the same time.

As you will see in this unit, origination records require you to transmit certain data to RFMS,
such as information related to the student's eligibility for a Pell Grant, award amounts, and
expected disbursement dates.

[Slide 2-3]
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Origination Process

Here you can see an overview of the origination process, which includes the following steps:

1. The process starts with you creating origination records. You have several options:

You can use EDExpress.

You can use another system provided by a software vendor or developed by your school
using specifications provided by ED.

You can use a combination of EDExpress and another system at your school. For
example, if you have some of the information needed for the origination record on your
mainframe system, you can import that information into EDExpress, and enter the
remaining information in EDExpress.

2. After you have created the records, EDExpress puts them together in a file and assigns it a
file name. (File names, or message classes, will be discussed later in the unit.) In
EDExpress, the process of batching records is called "exporting."

3. The file is transmitted to RFMS through the SAIG using Edconn 32. (Edconn 32 is PC
software provided by the U.S. Department of Education.)

You can submit unlimited transmissions. You decide on the best schedule for submitting
origination data. Some schools submit weekly, others daily, or even multiple times per day.

4. After RFMS receives the file it edits the records.

5. An acknowledgement record is returned to you for each origination record you submitted.

6. You import the acknowledgement records into EDExpress or another system on campus.

[Slide 2-4]

Enter

1

Transmit Origination Record:
PGORO1IN

Process

I I I I I I I I 1 I I

RFMS

Receive Acknowledg_ment Record:
PG0A010P
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,Lesso
Origination Record

The data that appears on the origination record can be found in the table on the following page.
As the table indicates, some data is required and some are optional. EDExpress prompts you to
provide all required data before it creates a record. If you are using alternative software
products or systems, be sure that all required data is present before the origination record is
transmitted to RFMS.

Some of the key required data elements are listed here:

The origination ID

Student and school identifiers

The award amount

The components that are used to calculate the award amount, including EFC, cost-of-
attendance, and enrollment status

Verification status code

Estimated disbursement dates. Note that the first date is required and that the remaining
dates are optional.

[Slide 2-5]

The information on the origination record is for the entire year. The award amount, cost of
attendance, and enrollment status are for the award year, not for individual payment periods.

A few points about the award amounts that you report on the origination and disbursement
records are worth noting. The award amount you report on the origination record is your
estimate of that student's funding needs. It doesn't commit funds or have any effect on your
authorization level. The award amount on the disbursement record, however, must be the
actual amount that was disbursed to the student.

The two amounts may or may not affect each other. If the amount actually disbursed to the
student ends up being less than the award amount reported on the origination record, nothing
happens, and you don't need to submit a new origination record. We'll see a different scenario
in Unit 3. If the amount actually disbursed to the student is greater than the award amount you
reported on the origination record, the disbursement record will be rejected. In that case, you
must submit a corrected origination record.

The origination record also asks for estimated disbursement dates. These dates are used by
RFMS to estimate program-wide funding needs. There are no consequences if the dates you
provide turn out to be incorrect. You will not need to update the origination record if it turns
out you disburse on different dates.

RFMS Training 2000 2-5



Origination Record: Data Requirements

Required Optional

Origination ID

Original SSN

Original Name Code

Attending Campus ID

Origination Award Amount for
Entire School Year

Estimated Disbursement Date #1

Enrollment Date

Verification Status Code

Transaction Number

EFC

Academic Calendar

Payment Methodology

Cost of Attendance

Enrollment Status (Payment
Methodology = 1,2,3, or 5)

Weeks of instructional time used
to calculate payment (Payment
Methodology = 2,3,4, or 5)

Weeks of instructional time in
program's definition of academic
year (Payment Methodology =
2,3, 4, or 5)

Hours in all payment periods
used
to complete school year (Pay-
ment
Methodology = 4 or 5)

Hours in program's definition of
school year (Payment Methodo-
logy = 4 or 5)

Institutional Cross-Reference

Action Code

Number of Payment Periods in
Student's School Year

Estimated Disbursement Dates
#2-#15

Low Tuition and Fees Code

Incarcerated?

Secondary EFC

Secondary EFC Code

2-6
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Acknowledgement Record

For each origination record you submit, you receive an acknowledgement record. The
acknowledgement record includes a code that specifies one of three actions:

A: All data was accepted. No further action is required.

C: RFMS corrected one or more data fields to be consistent with other data that you
provided. You should review the record to make sure that no corrections are needed.

E: Errors were made on one or more data fields and the record was rejected. You must
make corrections before a disbursement record for this student can be accepted.

All the data fields that you submitted on the origination record that were accepted are returned
on the acknowledgment record unless a data field was changed by the RFMS. In that case,
instead of what you originally reported, the changed value is on the record. A code for the
reasons the record was rejected also appears on the acknowledgement record. The list of codes
appears on the following page.

[Slide 2-6]

Editing

Let's spend some time looking at how RFMS edits origination records. If you use EDExpress,
much of this editing takes place before you are allowed to save the origination record to your
database. EDExpress is designed to ensure that as few origination records as possible are
rejected by the RFMS. If you use a system other than EDExpress, you should make sure it
uses edits to prevent your records from getting rejected.

The major rejection reasons are listed here:

First, the student needs to be an eligible Federal Pell Grant applicant. RFMS matches
the origination record you sent with the Central Processing System (CPS) to see
whether the student submitted a valid, Pell Grant eligible FAFSA. The student's original
SSN, name code, transaction number, and EFC on the origination record must match
the data found on the student's ISIR.

All of the required fields must be present on the origination records.

Each field must have a valid value within a specified range. For example, if the field
calls for a numeric value and an alphabetic value is provided, the record will be re-
jected. EDExpress ensures that only valid values are provided.

The attended campus ID must be for a school that is participating in the Federal Pell
Grant Program.

[Slide 2-7]
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Lesso

Origination Record Edit Codes

Edit Codes Message Type

301 Invalid Origination ID Rejected
302 Duplicate Origination Rejected
303 Invalid Original SSN/

Applicant not on Eligible Applicant File Rejected
304 Attending and Reporting/

Funded Campus Mismatch or Origination
Identifier Pell ID Mismatch with
Attending Campus Pell ID Rejected

305 Invalid Award Amount/Correction Applied Warning
306 Invalid Disbursement Date/Correction Applied Warning
307 Invalid Enrollment Date/Correction Applied Warning
308 Invalid Low Tuition and Fees Code/

Correction Applied Warning
309 Invalid Verification Code/Correction Applied Warning
310 Invalid Incarcerated Federal Pell Recipient Code/

Correction Applied Warning
311 Invalid Transaction Number Rejected
312 Invalid Expected Family Contribution Rejected
313 Invalid Secondary Expected Family Contribution/

Correction Applied Warning
314 Invalid Academic Calendar/Correction Applied Warning
315 Invalid Payment Methodology/Correction Applied Warning
316 Invalid Number of Payment

Periods/Correction Applied Warning
317 Invalid Cost Of Attendance/Correction Applied Warning
318 Invalid Enrollment Status/Correction Applied Warning
319 Invalid Weeks of Instructional Time in Program's

Definition of Academic Year/Correction Applied Warning
320 Invalid Weeks of Instructional Time Used to

Calculate Payment/Correction Applied Warning
321 Invalid Credit/Clock Hours in Program's

Definition of Academic Year/Correction Applied Warning
322 Invalid Credit/Clock Hours in all Payment Periods

Expected to Complete this School
Year/Correction Applied Warning

323 Origination 'Over Paid' and Negative
Disbursement Expected Warning

324 Invalid Secondary Expected Family Contribution Rejected
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RFMS rejects duplicate records. A duplicate record is one in which the origination ID
and all other data on the record match an origination record already on file. (We will
discuss the origination ID in detail later in this unit.)

Obviously, two origination records that are completely different are not duplicates and
would not be rejected for that reason. Here are two cases, however, in which the distinc-
tion is less clear:

1) Origination records that are identical and submitted for the same student by
different schools. If the attended campus IDs are different, the RFMS would
accept both records.

2) A second origination record submitted by the same school with the same
origination ID but with other data that is different. This record would be
considered a correction, not a duplicate, so the RFMS would accept it.

[Slide 2-8]

RFMS recalculates the award amount using data provided on the origination record,
such as the EFC, cost of attendance, and enrollment status. If it recalculates an award
amount different from what the school reported, one of two things happens:

1) RFMS changes the award amount downward if it calculates an award less than
what the school reports. For example, if the school reported an award amount of
$800 and RFMS calculated $400, the acknowledgment record would be returned
with an accepted award amount equal to $400 and an action code of C indicat-
ing to the school that RFMS corrected data on the origination record.

2) On the other hand, if RFMS calculates an award greater than what the school
reported, RFMS does not change the award amount but notes in an edit flag that
a discrepancy exists. For example, if the school reported $400 as the award
amount and RFMS calculated $800, the reported amount of $400 would be
accepted. The school would need to submit a new origination record if $800 is
the correct award.

[Slide 2-9]
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Lesson I Exercise

Complete the following true/false quiz to review what you have learned so far about origination.

True or False:

You must have an accepted origination record on file at the RFMS for every student
who receives a Federal Pell Grant.

The student must be enrolled at your school before you can transmit an origination
record.

Your origination record will be rejected if another school has submitted an origina-
tion record for the same student.

You can send the origination record at the same time as the disbursement record.

You are required to disburse Pell Grant funds to the student on the dates you
indicate on the origination record.

Your disbursement record will always be rejected if it reports a disbursement
amount less than the award amount on the origination record.

Your origination record will be rejected if the student did not submit a valid, Pell
Grant-eligible FAF SA.

You do need to notify RFMS if you submitted an origination record for a student
and the student did not actually receive a Pell Grant.

The RFMS will reject your origination record if it calculates an award amount
higher than the one you reported.

You are required to use EDExpress to create origination records.

[Slide 2-10]
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Lesson 2 - Enter Data Manually

Objectives
At the end of this lesson, you should be able to:

1. Identify the three methods for creating origination records.

2. Create an origination record manually.

3. Save a new record.

4. Identify the components of the origination ID.

[Slide 2-11]
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Creating Origination Records

The three methods to creating origination records in EDExpress are:

Manual Entry. You enter the data needed to originate the student's recordon a case-
by-case basis. This is the most time-consuming method. You will want to use this
method only if you do not have an ISIR in your database for a student.

Import-ISIRs. You import data into the Pell module from the ISIRs that you have
already imported into the App Express module of EDExpress. Note that importing
ISIRs for the purpose of creating origination records is a two-step process. First, you
import the ISIR file received from the CPS into the App Express module. From there,
you can print ISIRS, make corrections, and so on. Then, you need to import the ISIRs
from the App Express module into the Pell module. You have five options when import-
ing ISIRs from App Express:

1) Import New Eligible ISIRsYou can only import new eligible ISIRs from the last
time you imported into Pell.

2) Import Packaging DataIf you use the packaging module of EDExpress, you can
import the Pell Grant award into Pell.

3) Processed Date RangeImports ISIRs processed during the date range you select.

4) Selection CriteriaPredefined and user- defined queries allow you to select certain
records to import for example, records within a specified EFC range. You do not
have to use a query to get to the Select Records list.

5) Prompt for Duplicates

Import-External. You import data into the Pell module from anotheron-campus
system.

[Slide 2-12]
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Creating a New Demographic Record

We will first create an origination record manually. Manually creating
an origination record involves two steps:

1) Create and save a demographic record, then

2) Create and save an origination record.

Ike Doom Diet *do

14-111glail ?

For Ili* past Fl

SociEa seoufity It 1781.11.1111

1 Cancel J help

x

Unit 2Origination
Lessoit

To create a
demographic record,
select File/New from
the menu bar.

A box titled "New
Student" prompts you to
enter the student's
SSN.

Type the student's SSN
and click OK.

For this example, enter
781-11-1111 for the
SSN.

16FROGFIAi;liliEDESUITENEDEXPRESS FOR WINDOWS V614exotesetaldb 1
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Enter the student's
demographic
information. In this
example, enter JANE
SMITH for the student's
name.

Click the diskette icon
on the toolbar to save
the demographic
record.

Click OK to indicate that
the record is saved.

Click the Pell Grant tab
on the lower right
comer of the screen to
move to the Pell Grant
origination screen.

r rlr I.
Dotasa yaw Help

ei Gil* I.]
!SMITH

Lag
Per /Local Address~

1tly,Stsse,Zisc.

Phone;

Adiffrit

Oky.State,Zer

Phone'

Current SSN'

Clrnal SSN:

Date of Binh,

Driver; Lame:

Omens* Statue

Men Regiseation

Dependency Status:

The demographic record screen is displayed.

The demographic record in EDExpress stores all of the student's
demographic information, such as name, address, and.phone number.
You must enter information on this screen and save the demographic
record before entering other financial aid information for the student.

SkNote: Ifyou have more than one transaction for a student, you may
want to use the Transaction Paid On field. Enter the two-digit
transaction number (for example, "02') that you will use to pay Pell
Grant funds to the student.

11.' lip: Use the Tab key to move forward from field to field. Press the
Shift key in combination with the Tab key to move in reverse from
field to field.

x

Demo L,1 Sr,

Fot Nees pasts F1

PANE_
Fiat

100000

PelVegftoatiln Status:

Lean Entrant* intaritena CoordelorP

Transaction Pail Or

'Mange Dates:

PeanananiMetetx

Local Addrase :/=-111
Some Sem** 1E1

Oateot Seth

Latest °oval Sttekent

Active Transaction.

fittetlipa
Ratonitiott

Packaging Stew:
Octane* Strom
Rs Rem&

trathdronUte.

Recall Sauce
Loan Receieet N

N

D c;cte: L ser L '11.! rrt
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Creating a New Origination Record

The Pell Grant origination screen appears. All of the student's Pell
Grant information is entered and displayed on this screen.

A description of each data element appears in the four-page table that
follows this page.

lip: Verify that the SSN and the name code match the SAR/ISIR you
are using. Incorrect SSN and name code entries will cause a rejec-
tion at the RFMS.

5, Excess a wed eyt

Name

l'otaiNmentteitTol
Scitedded Awe&

Total si trisbattoraeri,

Regaling Caws ID;

Attended Crocus ID:

Ttanssotion *mbar

EfC

Secondary EFC:

Secondary Eft Code

Cost otAtiendaries:

Acadimio Calendar:

Prows Methodology

Erroknera Status:

Warrick elMatordional Tine
Used to Calodata Payment

Weeks d IroeuctiOnat Tine
in Floor* Academic Year:

etp

Orionation Information-

Originshon10:

Ortrinatial VA=

Otigirraessn Processed Date:

OLD RFMS Start

Data « ID:

Cox
Corn Oritrind SSN:

CroC Nano We:
Pros

044 Hessel:1m Carom tD.

E"tg
War Mended eons* ID:

kw St

Vori

Low Yukon &footed&

Enrollment Data:

Incarcerate?

Insotutional Dottsderanese

SAR /ISIR Ver Wks

Cane' d

Fl

Uses Data

Click the + button on
the toolbar to create an
origination record.

An "Add Record" box
appears.

Type the first two letters
of the student's last
name as the Name
Code, then click OK.

In this example, enter
SM as the Name Code.

Last Updated -

User:

Date:

Moog

Record SMOE

Record 0 Id 0

Es6matedDtaburtementr

De

10

11

.12

13

14

15

3 st..rs.? Awards Peg Want
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I 1 -

Display Only Fields:

Original SSN Student's Social Security Number
from the original FAFSA.

Student's Social Security Number.

Original Name Code The first two characters of the
student's last name from the
original FAFSA.
This is calculated from the
payment schedule, EFC, payment
methodology, and eligibility used
from transfer and multiple
institution origination records.

Use only uppercase letters (A-Z),
period (.), apostrophe el, or dash
(-). Can be blank.
00000 - 03300Total Payment Ceiling

Scheduled Award The amount that would be paid to
a full-time student for a full
academic year within this Pell
Grant award year based on the
EFC and COA.

See the Payment Schedule under
Tools/Browse/Global/Payment
Schedule.

Total of Disbursement
Amounts

The amount of total funds
disbursed for this payment period.

Dollar amount of disbursements.

Reporting Campus ID The Pell Institution number of the
campus administering the Federal
Pell Grant Program.

The Pell ID assigned to the
campus. This is a six-digit
number.

Attended Campus ID The Pell ID of the attended
campus.

A valid Pell Institution number for
a campus or location eligible to
participate in the program.

Origination Information:

Unique ID assigned by Pell when
the record is created.

The current status of the
origination record.

The date that RFMS accepted the
student's record.
The current RFMS process status
of the student's record.

The number of the batch ID that
contained the origination record.

23 characters long and is
composed of the student's SSN,
name code, award year, attended
campus Pell ID, and the
origination sequence # assigned
by EDExpress.
A = Accepted
B = Batched
E = Error
N = Not Ready
R = Ready
T = Transfer
System generated.

.
A = Accepted
C = Corrected
E = Rejected
System generated.

Origination ID

Origination Status

Origination Processed
Date
RFMS Status

Batch ID
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Field Name
Last Updated:

Field Description,

User The user who made the last
update.

Date

Time

The date the last update was
made.

Li-swan-4

Valid Field Values

System generated.

System generated.

The time the last update was
made.

Record Source Displays how the student's record
was created.

Record

Updateable Fields:

The sequential number of this
record in the database, along with
the total number of records in its
category.

System generated.

E = External import
I = ISIR Originated
M = Manually Originated
System generated.

Transaction Number Identifies a valid Pell-eligible
transaction used to calculate and
disburse the student's award.

EFC The Estimated Family
Contribution for the student that
appears on the SAR or ISIR. It is
used with the COA to determine
the scheduled Federal Pell Grant.

Secondary EFC

Secondary EFC Code

Cost of Attendance

Academic Calendar

The student's secondary EFC
amount, found on the SAR or
ISIR.
Indicates whether the EFC or the
Secondary EFC is represented.

System generated.

00000-03100

00000-03100

S = Award based on Secondary
EFC
0 = Award previously based
upon Secondary EFC.
Blank = Award based on Primary
EFC.

A five-digit number used with the
EFC, to determine the student's
scheduled Federal Pell Grant.

00000-99999 only. This field
cannot be blank.

Applies to the student's
educational program. Must be
valid or system-accepted to
process the record.

Payment Methodology Identifies which of the standard
formulas are used to calculate
student awards.

1 = Credit hour
2= Quarter
3 = Semester
4 = Trimester
5 = aock hour
6 = Credit hour without terms
Formula 1 5. For more
information on formulas, see
Chapter 4 of the Federal Student
Financial Aid Handbook 2000-
2001

Pell Training 2000
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Lesson 2

Field Name Field Description Valid Field Values
Updateable Fields:

Enrollment Status The student's expected
enrollment status for the award
year.

Weeks of Instructional
Time Used to Calculate
Payment

Weeks of Instructional
Time in Program's
Academic Year

The number of weeks used to
calculate payment for this
payment period.

1 = Full time
2 = Three-quarter time
3 = Half- time
4 = Less than half-time

= Other

The number of weeks of
instructional time in the programs'
academic year.

Credit/Clock Hours
Expected to Complete
This School Year

The number of credits or clock
hours the student is expected to
complete during this payment
period.

PM2 = Weeks of instructional
time in fall through spring terms.
PM3 = Weeks of instructional
time in all terms expected to
complete this school year.
PM4 = Weeks of instructional
time for a full-time student to
complete hours in program or
hours in the academic years
Payment Methodology.
PM5B = Same as Payment
Methodology 3.
Blank = Schools using payment
methodology 1.
30-78 = All other payment
methods.
Numeric value representing the
number of credits or clock hours.

Credit/Clock Hours in
Program's Academic
Year
Origination Award
Amount for Entire
School Year

The number of credits or clock
hours in the program's academic
year definition.
The amount of the student's Pell
Grant award for the entire school
year. Any increase to this figure
must be submitted to RFMS.

Numeric value representing the
number of credits or clock hours.

Full-time = Same as the
Scheduled Federal Pell Grant.

Half-time = From half-time
disbursement schedule for this
student's EFC and COA.

Three-quarter time = From three-
quarter time disbursement
schedule for this student's EFC
and COA.

Other = Same as Scheduled
Federal Pell Grant.

Less than half-time = From less
than 1/2 time disbursement
schedule for this student's EFC
and COA.
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Updateable Fields:
I S

Number of Payment
Periods in Student's
school year

The number of terms or payment
periods in the student's school
year. For schools required to
submit special disbursements, this
field must have a valid value.

Numeric value for the number of
payment periods.

Verification Status Code A code that best describes the
method under which you made
payment to the student, as
described in the Verification
Handbook.

Low Tuition Ed Fees
Code

Enrollment Date

Incarcerated?

For the low tuition to apply to
your school, the tuition cost must
fall into one of these ranges. If left
blank, the low tuition does not
apply.
The first date the student was
enrolled in an eligible program for
the school year.

If the student enrolled in a
crossover payment period before
the first day of the Pell award year
(July 1), but will be paid from
2000-2001 funds, report the actual
start date of the student's classes
for that payment period.
Used to determine if a student is
incarcerated in a federal or state
penal institution, since they are
not eligible to receive Federal Pell
Grants.

N = Not selected by CPS
A = Accurate data
W = Without documentation
T = Tolerance
C = Calculated
R = Reprocessed. Invalid code
unless the SAR/ISIR transaction
number > 01.
1 = 0
2 = 149
3 = 150-199

Valid date format, MMDDYYYY

Blank = Not Incarcerated

Y = Yes, the student is
incarcerated in a federal or state
penal facility and is otherwise not
eligible to receive a Federal Pell
Grant.

N = No (or no longer)
incarcerated, if the student was
previously reported as
incarcerated.

Institutional Cross-
reference

Estimated Disbursement
Dates

Used to input any cross-reference
information useful to the
institution to identify student
records internally.
The date an institution expects to
make a disbursement to a student.

Any keyboard character (except
the pipe symbol) or leave this field
blank.

Valid date format, MMDDYYYY.
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Enter information about
the student. In this
example, enter 01 for
the transaction number,
0 for the EFC, 3300 for
the award amount, and
N (for not selected) as
the verification code.

Verify that the default
information entered in
Institution Setup is
correct for this student
and change as
necessary. In this
example, we have
determined that all of
the information is
correct for the student.

tit!

ER. Process aecold Veto Help

A partial origination record has been created. Note that all fields
in yellow must contain data before a complete origination record
can be saved.

Many of the data fields are filled in automatically with the informa-
tion you provided in Institution Setup, including cost of attendance,
academic calendar, payment methodology, number of payment periods
in student's school year, enrollment date, and estimated disbursement
dates. If this information is not correct for a particular student,
change it on this screen.

Four required fields need to be entered manually: transaction number,
EFC, award amount for the entire school year and verification status
code.

Yip: Press the Fl key to see the valid entries for a required field.

e31121,61 ,4 '114 14,1 11' 11111

Original SSN:
Donal Name Coder SM

101111
D

M

Total Payment Ceine.

ScheduledAwatd.

Total of Disbursement Amounts

Repotting Campus ID:

Attended Carpus ID

Transaction Numbs:

EFC:

Secondary EFC:

Seconday Ere Code,

Cost of Attendance

Academic Calendar:

Payment Methodology_

Enrollment Status:

Weeks of Insttuotionat Time
Used to Calculate Payment'

Weeks of Inseuctional Time
in Progfam's Academic Yea

1

- ammeter' Information Last Updated

fitidnolson ID 701:11111ISM200101111100 User

Date.

Tine

Otigination Status. Not Ready

Origination Recessed Date,

RFMS Status'

Batch ID'

01:4/Clock Hot" Expected to
Complete This School Year.

Credartlock Hours in
Program's AcadermoYear

Cognation AwatdAmotat Tot
Entire Scheel Year

Number of Payment Periods
m Students school year

Verfcatan Status Code:

Lori Ttattbet te Fees Code:

Enrollment Date:

Innen:railed?

Insbtutional Crostioletenow

13r
108/28/2000 l

Hewed SEXECtr

Record NEW RECORD

Estimated Disbtasements:

2

Date

09/01/2001

01/15/2001

S

7

8

9

10

11

12

13

14

15

Demo Awards
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Save the record after entering the required information about the
student. When you save, EDExpress makes sure that all of the
required information is present and checks to ensure that the data is
logical and consistent.

dReminder: If you enter pennies on the Origination record, RFMS
will truncate them.

RA

Pile Process Record View .8,elp

1 121 is I ii +I 14 I.4 I 'I'll...Id-II
I Original SSN:

trriginal Name Code;

Total Payment Ceing

Scheduled Award

Total of Disbursement Arnow's,

Reporting Campus ID;

Attended Campus IQ

1 II

Click the diskette icon
on the toolbar to save
the record.

Click Yes to mark the
record as being ready
to send to the RFMS.

Click OK to
acknowledge that the
record updates have
been saved.

5M

781111111

3300.00

3300.00

aoo
011111

011111

r Origination Information

tinginadon ID:

Orilination Stab Rea*

Origination Processed Dale.

RFMS Status:

Batch ID:

Last Updated

User: SYSADMIN

04,04. 031081 2000

Tim, 1201.33

Record Sayre% M

Record 1 of 1

Transackon Number 151::]
EFC. f-"-li

Secondary EPC, r-----

Secondary EFC Code 173
Cost of Attendance: $1 0000 1:3

Academic Calendar 1-37] Vertfication Status- Code.

Payment Methodolow 11 zi Low 'futon & Feet Code'

Enrol rent Status' I1 Enrollment Date.

Weeks of Instrucbonal Time
Used to Calculate Payment: Incarcerated?

Weeks of Instuckonal Time II InstiutbrialCrossreference:
in Program's Academe Year

Credi'
l

Coll* III II I

Cred
Progr / Record updates saved.

Orkin
Entee

Numt
in S

Demo FAFSA

For Help. press Fl

I
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fi
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Origination Status and Record Source
Note the origination status. When the record is saved, the origination status changes from "Not
Ready" to "Ready," meaning that the record has passed all edits and is ready to be batched for
transmission to the RFMS. Use the origination status code to keep track of the status of the
record. Other origination statuses are:

Batched

Accepted

Error

Transfer

Also note the Record Source. This indicates how the origination record was created. The
values are:

M = Manual

I = ISIR Import

P = ISIR Import with Packaging Data

E = External Add

III II
PRe Emcees ftecord view lap-

I 11

ILI + l4 4 I Id 0.1

Original SSN: 791111111 1

Original NM1113 pockr. SM

Tvtai ?ailment Camp, 3300,00

Scbeduled Award: 9300.00

Total of Disbursement Amounts: 0.00

Reporting Campus ID: 011111

Attended Campus ID: 011111

Transaction Number

EFC:

Secondary EFC.

Secondary EFC -Code

Cost of Attendance;

Academia Calendar. 173
Payment Methodology: 11 :**1

Enrollment &attic f1 -3
Weeks of Instructional Time
Used to Calculate Payment:

Weeks of Instructional Time LT
In Program's Academic Yew

$1 0000

I .7

I !I

I I

Iii
y1 Inlornlalron

Origination ID:

Origination Status: Ready

Origination Processed Date.

RFMS Status 'V
Botch ID:

781111111SM20010111111:10

Cfeckdr1001. flours Expected ken
Compiabe Put Schoorfeer

Credit/Clock Hours in
Program's AcadetnioYear

Origination AwadAmostit
Entire School Year

Numbat of Payment Periods
in Student's schori Year:

Verification Status Coda

Lou Tuton &Fees Code

Enrollment Debt.

Incarcerated?

Insclutionel Crostestereeim

r

$1 3 aum

rN-3

08?28205-113

IN*

Last Jpdeted

Use SYSADMIN

Date 030/2000

Tine: 1201:33

Rectal Some M

Raced 1 of 1

Estimated Disbursements'

Dote

09/01/2001

01115/2001

3

8

9

12

13

14

15

LI.1ser2tt...L.t;..oaz.....jsabl= Awards WantDemo

IC \PROGRAM FILEStEDESUITEEDINDRESS FOR ShINDOWS116tregre4.01.1141, .For Help. Fl
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Lesson 2
Origination ID

Also note that an origination ID has been created for the record. This number will be used to
track the student's record in the RFMS.

The ID has five components:

The first nine digits are the student's original SSN.

Then come the first two letters of the student's last name, known as the original name code.

Next is the latter half of the award year, in this case 2001 for 2000-2001.

Then the Federal Pell Grant ID of the campus that the student is attending.

The last two digits of the origination ID is a sequence number. For 2000-2001, this will
always be "00." This is a placeholder for future use.

[Slide 2-13]

781111111 SM 2001 011111 00
I

SSN Name Code Year School ID S equende #

t t it t <,

fib trocen ileaotd yew tele

+ 14 I I 1 18**1

Original SSW; 781111111 I
Degnabon Information

thignal Name Code, SM
Origotabon ID:

rigination Statue
Total Payment Cam 33300,00

O

Schedtied Awald 330000
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Total Payment Ceiling and Scheduled Award

Select File/Close from
the menu bar to close
the record.

Also note that two amounts are calculated when the student's origina-
tion record is saved:

Total Payment Ceiling

Scheduled Award

The Total Payment Ceiling is the maximum available award that a
student can receive during a full academic year for a given enrollment
status, EFC, and cost of attendance. This amount is also based on the
payment methodology and amount paid to date.

The Scheduled Award is the amount to be paid to a full-time student
for a full academic year within the Pell Grant award year based upon
the student's EFC and cost of attendance.
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Lesson 2 Exercise

Scenario:

You are a financial aid administrator at SFA University. George Jones, a new student atyour
school, brings his SAR to you. You have not yet received his ISIR because he did not indicate
SFA University on his FAFSA. However, you want to go ahead and create an origination
record for him anyway.

George's information follows:

SSN: 891-11-1111
Transaction Number: 01
EFC: 372
Enrollment status: Half-time
Origination Award Amount for
Entire Year: 1475
Verification Status:

Instructions:

1. Create and save an origination record for George Jones using the steps provided,,below.

2. Answer the questions at the end of the exercise.

Step
1

Action
Select File/New from the menubar.

2 Type the SSN, then click OK.

The demographic record is displayed.

3 Type the student's last and first name.

4 Click the diskette icon to save the record.

5 Click OK.

6 Click on the Pell Grant tab to move to the Pell
Grant origination screen.

7 Click on the + button on the toolbar to create
a new record.

8 Type the student's name code and click OK.

9 Enter the student's information in the
appropriate fields.

Press Tab to move forward through the fields.
Press Shift-Tab to move in reverse.

10 Click the diskette icon to save the record.

11 Click Yes to mark the record as ready for
transmission.

12 Click OK to acknowledge that the record
updates have been saved.

13 Select File/Close from the menu bar.
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Lesson 2 Exercise, continued

1. What function key is used to see what data is acceptable for required fields?

2. What numeric code is associated with half-time enrollment status?

3. What is George Jones' Total Payment Ceiling?

4. What would George Jones' Total Payment Ceiling be if he was attending full-time?

5. Is George Jones' record ready to be batched for transmission to the RFMS?
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Lesson 3 - Enter Data Using ISIR Import

Objectives

At the end of this lesson, you should be able to:

1. Create origination records by importing ISIRs.

2. Identify the ways to select records to import.

[Slide 2-15]
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Lesson 3

Importing ISIRs into App Express

Select File/Import from
the menu bar.

Click the App Express
tab.

The Import Type field
allows you to choose
exactly what type of
ISIR data, you want to
import. In this example,
we have chosen to
import ISIR Data -
Automatic.

Click File and select the
ISIR file to import.

In this example, click
SARA010P.DAT.

Click Open.

Data processed by the CPS is sent to you over the Student Aid
Internet Gateway in the form of an ISIR.

Importing data into the Pell module from ISIRs is a much less time-
consuming method of creating origination records than manual entry.

Remember: Importing Pell data is a two-step process. First, you
import the ISIR file received from the CPS into the App Express
module. Then, you import the ISIRs from the App Express module
into the Pell module.

The class file name and location are listed in the Import From field.
The location is always: C:\IAM\DATA unless you defined it differ-
ently when setting up your software.
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A batch report shows how many records were imported into the App
Express module of EDExpress. If the record is already in the data-
base, it is skipped during the import process. The report indicates the
number of skipped records.

(7414th. Note: When you import a file, EDExpress renames the file so that
BK are the last two characters in its name. This helps you identify
the files that have been imported. For example, if you import a file
called SARA010P.DAT, EDExpress renames it SARAO1BKDAT.

FLIssirrtl

Click the Printer, File, or
Screen button in the
Report To: field to select
an output destination
for the edit report. In
this example, we have
selected Screen.

Click OK to begin
importing the records.

A report shows how
many records were
imported. In this
example, 15 records
were imported.

Click OK to continue.
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Click the Close button
on the toolbar to
continue.

The Import Records Edit Report appears. This report lists the SSNs
of the records that were skipped or were in error.

Tip: You can enlarge the report by clicking on it or by clicking on the
Zoom In button on the toolbar.
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i OK I

Importing ISIRs into Pell

Next, import the ISIRs in your App Express database into your Pell
database.

Lesson 3

Select File/Import from
the menu bar.

Click the Pell tab.

Select Origination
Data-ISIRs as the
Import Type.

Click Screen to send
the edit report to the
screen.
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I

Lesson 3

I t S

Ede Process I. Help

01E8161 44: 1

When loading the data to your existing student database, EDExpress
checks for duplicates. Duplicate records are not loaded to the data-
base. Mark the Prompt for Duplicates? box if you want to review
each duplicate record before it is imported.

EDExpress imports only one transaction per student per attended
campus. If it finds more than one transaction, EDExpress either
imports the transaction you specify or imports the highest transaction
in your database that was not rejected by the CPS. You can specify a
transaction to import in one of two ways:

By entering the Transaction Paid On field on the student's
demographic record, or

By specifying the transaction as the "active" transaction on the
ISIR RVW tab.
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EDExpress gives you several options for specifying which records to
import into the Pell module:

Import New Eligible ISIRs? Mark this box if you want to
import only eligible ISIRs that are new since the last time you
imported ISIRs into the Pell module.

Import Packaging Data? Mark this box if you want to import
records that have been packaged in EDExpress. The Pell amount
awarded that you have established in the Packaging module is
imported into the Pell module as the award amount for the entire
school year. (We will explore this option later in this unit.)

Processed Date Range. Use these fields to specify the records
processed at the CPS during a certain time period.

Selection Criteria. Click this button to view additional ways
of specifying certain records to import.
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Lesson 3

Click the Selection
Criteria button.

Click the ellipsis button
to display a list of
selection criteria.

Note: an "ellipsis
button" has three dots
(...) on it.

x
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I .

kweison 3

A list of queries is
displayed.

In this example, we
want to import only the
records for students
that have an EFC equal
to zero.

Select the query EFC =
0 by clicking on its title.

Click OK to continue.
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42000 2001 EDExpress for Windows [CATEMP\AF1T24.tmp]

I .

Lesson 3-

Click OK on the
Selection Criteria box.

Click OK on the Import
box to begin the import
process.

Click OK on the In
Progress box.

The Import Edit Report
appears showing the
records that have been
imported ( "added ") to
the Pell database. In
this example, four
records, all having
EFCs equal to zero,
were added.

Click the Close button
on the tool bar to
continue.
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Lesson 3 Exercise

Scenario:

You would like to originate Pell Grant awards for ISIRs you have just received that were not
selected for verification. You do not want to originate the records that have been selected for
verification until you have completed the verification process.

Instructions:

1. Import all ISIR records that were not selected for verification into the Pell module. If
necessary, use the step-by-step keystroke instructions below.

2. Review the questions at the end of the exercise, and answer them as you proceed through the
exercise.

Step
1

Action
Select File/Import from the menu bar.

2 Click the App Express tab.

3 Select ISIR Data - Automatic as the import type.

4 Click the File button, then click on SARA010P.DAT.

5 Click Open.

6 Click Screen to route your edit report to the screen.

7 Click OK. Review the batch import statistics.

8 Click OK. Review the Import Edit Report.

9 Click the Close button on the toolbar.

10 Select File/Import from the menu bar.

I I Click the Pell tab.

12 Select Origination Data - ISIRs as the import type.

13 Click Screen.

14 Click Selection Criteria.

15 Click the ellipsis button next to Query Title.

16 Click on Not Selected for Verification.

17 Click OK.

18 Click OK again.

19 Click OK to begin importing.

20 Review the batch import statistics, then click OK.

21 Review the Import Edit report, then click Close on the
tool bar.

[Slide 2-16]
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Lesson 3 Exercise, continued

1. How many records did you receive from the CPS and import into the App Express module
of EDExpress?

2. How many records did you import into the Pell module?

3. Are the records you imported into the Pell module ready to be batched for transmission to
RFMS?

Pell Training 2000 i.
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Lesson 4 - Enter Data Using Packaging Import
and Multiple Entry

Objectives

At the end of this lesson, you should be able to:

1. Create origination records by importing from the Packaging database.

2. Update origination records using Multiple Entry.

[Slide 2-17]
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411
Packaging Import

As we have seen, you can create origination records by importing
ISIRs received from the CPS. While this approach minimizes data
entry, the origination records do not contain the award amount for the
entire school year, a data element that is required before the record is
ready to send to the RFMS. When importing ISIRs into Pell, you need
to either open each record individually and add the award amount or
use a feature called Multiple Entry, which we will describe later in
this unit.

The EDExpress Packaging module, however, does capture the Pell
Grant award amount. Importing records from the Packaging module
is an even more efficient way of creating origination records.

en importing from the Packaging module, or from an external
system, you can set all imported records to "Ready" to be batched for
transmission. This means that if all edits are passed, you do not need
to review information on individual records before sending them to the
RFMS.

kk k

gme"4 jo ........
D10161 t ?191

Globai a App Express! Packagmg I * Direct Loan A PEU.. I

Itut hype lOnginabon Data ISIRs
mP

Report To

Crle.
I I

r printer r Fie t; Screen

.....

r ercinotrof Duoimbs?

17 Include Remit in Weld Bath Submturen?r Import New Ekkite ISIRs?

P Inv* Packaging Data?

Ielecton Crkeoa .. I

Repiterg wow. i011i11 Ej
Attended corm= 011111 U

Processed Date Range

From 127=E1
To: L//

Select FileAmport from
the menubar.
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Data - ISIRs as the
Import Type.

Click Screen.

Mark the Import
Packaging Data? box.

Mark the Include
Records in Next Batch
Transmission? box to
indicate that you want
to flag all imported
records as ready to be
batched for
transmission to the
RFMS.
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Lesson 4,
I

Type 7/18/2000 and
7/18/2000 as the
Processed Date Range.

r o

fie ,ettscon look Help

The Processed Date Range field is a useful way to limit the number of
records that you import into the Pell module.

In this example, we have selected all records processed at the CPS on
a single, specific day.
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Unit 2Origination

In this example, the Import Edit Report shows that one record was
imported into the Pell module. This record is ready to be batched for
transmission to the RFMS.
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Click OK to begin the
import process.

Review the batch edit
report and click OK.

Click the Close button
on the toolbar after
reviewing the Import
Edit Report.
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Multiple Entry

Select Process/
Multiple Entiy/Pell
from the menu bar.

The Multiple Entry function can be used to add the same piece of
information to many records at once. For example, if you have 50
records with the same Pell Grant award amount, you can enter that
amount on one screen for all 50, rather than opening and saving each
individual record.
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Mark the Select box next to the field or fields that you want to update.
Then enter the value to apply to all selected records in your database.

ifile access lea tjele

NIS& 4 ok ?

or Hetp, f23131:4S Fl

Mark the box to the left
of Award Amount, and
enter 3300 as the
value.

Mark the box to the left
of Ready to Export, as
well as the box to the
right in the Value
column.

Click Screen as the
report destination.
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Click OK. Six records
are displayed.

Click Save to update
the six records.

Click Yes to confirm the
save.

Click Yes again to
reconfirm.

reRit.t
fie Docess I** tielp

D Oat X 4g ? k?

By clicking the Selection Criteria button in the lower right corner of
the screen, you can select specific records to update.

In this example, we think that all records in our database have an
award amount of 3300. We do not need to use the selection criteria
feature.
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The Edit Report shows the total number of records that were updated
or rejected.

In this example, the award amount was updated on five of the six
selected records. All five records are ready to be batched for transmis-
sion to the RFMS. The sixth record was not updated. EDExpress
checks to make sure that the award amount is consistent with the EFC
and enrollment status. In this case, EDExpress noted that the sixth
record was not eligible for a $3,300 award.

Click the Close button
on the toolbar.
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Lesson 4 Exercise

Scenario:

After importing all of the ISIRs not selected for verification (completed as the Lesson 3
exercise), you decide to update selected origination records with award amounts of $3,300.

Instructions:

1. Use the Multiple Entry function to update the award amount to $3,300.00 on all origination
records in your database that have an EFC = 0. Also, change the origination status of all
records to "Ready" using the Multiple Entry function. If necessary, use the step-by-step
instructions below.

2. Answer the questions at the end of the exercise.

Step
I

Action

Select Process/Multiple Entry/Pell from the
menu bar.

2 Mark the Award Amount field, and enter 3300
as the value.

3 Mark the Ready to Export field and the box in
the value column.

4 Click Screen as the Report Destination.

5 Click the Selection Criteria button.

6 Click the ellipsis button next to the Query title.

7 Click on EFC = 0 and then click OK.

8 Click OK.

9 Click OK again.

10 Click Save, then click Yes twice to confirm.

II Review the Edit report, then click the close
button on the toolbar.

1. How many records were successfully updated with an award amount of $3,300?

2. Are these records ready to be batched for transmission to RFMS?

[Slide 2-18]
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Lesson 5 - Export Data

Objectives
At the end of this lesson, you should be able to:

1. Export a batch of origination records.

2. Identify the components of the batch ID.

3. Identify the message classes associated with Pell origination records.

4. Browse the batch activity database.

5. Use the print function to print a list of entered origination records.

[Slide 2-19]
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Exporting Origination Records

Click File/Export from
the menu bar.

Click the Pell tab.

Select Origination
Data - RFMS as the
export type.

Click OK.

The export function creates a file containing all of the records in your
database that have an origination status of "Ready." The file is
formatted for transmission to the CPS.

NI, Note: Exporting creates a file for transmission. Actually transmitting
the file is a separate process. You must use Edconn32 to transmit the
file through the network to the CPS.

ti o
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01061 7 wet

For Help, press Fl

- 8 X
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Expat Typo: 'Origination Data RFMS

Export To
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Repottio0 Campus', 1011111

OK I Cancd
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Unit 2Origination

A file with all origination records in your database with a "Ready"
origination status has been created.

The Export Statistics box displays the batch ID, total number of
records exported, records processed, and the batch file name.

We discuss batch IDs and file names on the following pages.

Click OK to continue.

At this point, you would
use Edconn32 to
transmit the file to
RFMS.
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Batch IDs

Generally, when student records are exported or imported, EDExpress records the type of
batch and provides certain information that will be useful in keeping track of exporting and
importing activity. This information is stored in the Batch Activity Database.

Batch IDs are used to track batches. The first letter in a batch ID identifies the type of data
contained in the batch. In the example below, the letter "0" identifies this data as origination
data.

The first number in the batch ID refers to the last digit of the award year to which the batch
applies. In this example, the number is "1" for 2000-2001.

The next six digits are the school code for the attended institution assigned in Pell Institution
Setup. Here, the school code is 011111.

The next eight digits refer to the date (four-digit year, two-digit month and day) this batch was
created. This batch was created on January 5, 2001.

The last six digits refer to the time (hours, minutes, and seconds) the batch was created. This
batch was created at 10:15 and 39 seconds.

[Slide 2-20]
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Message Classes

EDExpress names the exported file in such a way that you can identify the type of data in the
file. The file name is called a message class. The first four letters identify the type of data. In
the example below, PGOR tells us that the file contains Pell Grant Origination Records. The
second group of characters refers to the last two digits of the award cycle. In the example
below, 01 stands for the 2000-2001 award cycle. The final two characters indicate input or
output data. "IN" refers to what is sent into the RFMS by the school. "OP" indicates what the
RFMS has sent to the school.

PGOR 01 IN

Type of Data Award Year Input or
Output

A listing of all of the Federal Pell Grant message classes for 2000-2001 and batch types
follows:

Message Batch
Class Type Description
PGIDOOIN 1 Institution Data Record
PGIA000P 1 Institution Data Acknowledgment Record
PGRQOOIN R Data Request Record
PGRA000P R Data Request Acknowledgment Record
PGOROOIN 0 Origination Record
PG0A000P 0 Origination Acknowledgment Record
PGDROOIN D Disbursement Record
PGDA000P D Disbursement Acknowledgment Record
PGSPOOIN S Special Disbursement Record
PGSDOOOP S Special Disbursement Acknowledgment Record
PGASOOOP A Electronic Statement of Account Records
PGE0000P N/A External Origination Add
PGEDOOOP N/A External Disbursement Add
PGMROOOP M Multiple Reporting Record
PGYROOOP Y Year to Date Origination/Disbursement Records
PGTX000P N/A Department of Education Comments in ASCII

[Slide 2-21]
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Batch Activity Browse

Select Tools/Browse/
Pell from the menu
bar.

Click the Batch Activity
tab.

Move the horizontal
scroll bar to the right to
see all of the data
fields stored in the
database.

Click OK to exit the
browse function.

Each time you create an export or import file, or regenerate an
existing batch, an entry is made in the Batch Activity database. The
batch activity browse function helps you track the batches you have
created and received, by allowing you to view the records in the Batch
Activity database.

Each row in the database represents a batch and includes information
such as:

111 Batch ID Number of records included

Processed date

File name

User who created it

r-- .

fie rocest 'ode Help
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Botch ID itetch type Code hie Size
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X
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Print an Origination List

While working with origination data, you may find you need to know
which students are in your database or which students were included
in a batch of exported origination records. EDExpress allows you to
create lists of all or selected records in your database:

Select File/Print from
the menu bar.

Click on the Pell tab.

Select Origination List
from the list of reports.

Select Screen as the
output destination.

Ede emcees 'ads tIsip
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e Global] App Express I MI Packaging r* Doectioin
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IOrigination List

For Hey, press Fl

Report Fie Destinatien

SSN File
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nersoftEng Commit
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Sat Order.

C pinta C. Fae

Singlr

C

a, Screen
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Origination ID

letection OK
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Lessor:

Select Name as the sort
order to print the
origination list in
alphabetical order by
last name.

Click Selection
Criteria.

Click the ellipsis button
to specify a Query.

Click on Origination
Batch Number.

Click OK.

In the options portion of the screen, you can choose the sort order of
the list. You can also choose to print a list of all or selected records in
your database.

EDExpress comes with a list of predefined queries that are commonly
used for selecting groups of records, such as all records with a "C"
code. You can also create your own queries for your specific needs.

In this example, we have specified a list of all records in a batch.

.............

'TITLE PARAMETER Y' P

I ATTENDED CAMPUS PELL ID P
I C CODE P

CURRENT SSN P
DEPENDENCY STATUS P
DISBURSEMENT BATCH NUMBER

EFC - 0 r
EFC RANGE P
INSTITUTIONAL CROSS REFERENCE R;
LAST NAME RANGE P
ORIGINAL SSN P

MIORIGINATION BATCH NUMBER

PAYMENT METHODOLOGY 1";

PAYMENT PERIODS P
I REPORTING CAMPUS PELL ID P.

RFMS STATUS P
SSN RANGE P.-

VERIFICATION STATUS CODE P
ZIP CODE RANGE p-

14.1.1.11 Record 11 ,I,Il 41

16PKORAM FIL.ESEDESUITEtEPEXPFiES FOWANIX6evoro$01,tridb
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You must specify the value or values that EDExpress will use to
select the data.

.

Lesson 5

Click OK.

Click List Field Value
to list all of the
origination batches in
your database.

In this example, one
batch ID is displayed.

Click OK.

tzw .
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CLesson 5

Click OK.

Your query has been
defined.

Click Close.

In this example, all of the origination records in a specified origina-
tion batch are selected.

it( (I F 0

fie &test Iock Help

r2(18

App Ems I Packaging' * Direct Loan ..fti Pell

Repots'

I0 ngination List

5 .

Repc

-SSN

Optic

Hero

Met

Soli

tZ*

X

(ORIGINATION BATCH ID - "UO200101111120000320112943'1

ieteetion Dlitelie I OK Carmel kiela

Fat Help, mess Fl .10THOGRAM F1LEMEDESUITDEDEXPRESS R3RWINDOWSY61ovvet01 evib; 71

X

2-56

93
Pell Training 2000



All of the selected origination records are printed.

In this example, all origination records in the specified batch are
printed in last name order. The following information is printed for
each record:

Student' s full name
Origination ID
Transaction number
EFC
Award amount
Scheduled award
Origination status
RFMS status
Origination acceptance date

Click OK to print the
origination list.

'co MR726
MM Parz5 f Oar.r. ZOOrairt ZOOrftglit

FR sort Date 03/27/2033 U S CERI995VENT CF ECILLATICN
RIscrt Thrum 10 5 0 4 7 2 3 3 3 - 2 00 1 RURAL FELL OMIT FR3399u1
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THIS =MEW Ct34INNS 9343171\E INKRATICN 1 R:9ECED EV FRKPOY ACT

A 1
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GEFFEIVER CFLAPLID
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01 0 23300.00 $3300.00 B
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Unit 2Origination

At the bottom of the screen are summary statistics, including the
number of records on the list and the sum of all award amounts for
the selected records.

Ns. Note: All of the origination records on the list have an origination
status of B for "Batched." That means that all the records on the list
were batched (exported) from EDExpress.

(4144 Note: No RFMS status code is displayed, meaning that an
aknowledgement from RFMS has not been received and imported.

EZMI %le," Zoom In Zoom Out gloat
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Apart TV-re 10 93 47 2:03-2:01 FECERaL FELL CRit4r Rwatm
Origination List

"HIS 1:0:t1ENT OCWINNS SENSITNE INR3RJATION FROIECIED B/ 'FE FRI \ACY ACT

Fiport I rg Corms ID
Attend! rg Campus ID

WV/ *TIT/ 111111111rVe 11V 17

SILENT'S r.A.E
MileiN47104 ID

----- ------------
FIEELLAN FARM L.
I037274G:F0203101111103

Pel I Originatio n R2Oords:
Accepted FbI I Or iciinat ion Race rds.

Pel I CriginatIcn R2oords:
Accepted Fbl I Cr igi rat icn Racon:19.

2-58

95
Pell Training 2000



Lesson 5 Exercise
Scenario:

As you arrive at work this morning, you read an e-mail from your boss asking you to complete
two tasks before noon.

Export the origination records you have created so that your EDExpress administrator
can transmit the file to the RFMS today.

Provide your boss with a list of all origination records that have been created for
independent students.

Instructions:

1. Export all origination records and print an origination list, in origination ID order,
containing only independent records. If necessary, use the step-by-step instructions below.

2. Answer the questions at the end of the exercise.

3. Refer to the origination status codes on page 2-21 if necessary.

Step
1

Action
Select File/Export from the menu bar.

2 Click the Pell tab.

3 Select Origination Data - RFMS as the export
tYPe.

4 Click OK.

5 Review the Export Statistics box. Click OK to
continue.

6 Select File/Print from the menu bar.

7 Click the Pell tab.

8 Select Origination List.

9 Click Screen to route the listing to the screen.

10 Click Selection Criteria.

11 Click the ellipsis button.

12 Click Dependency Status, then click OK.

13 Click OK again.

14 Use the list in the Field Value column to select I, for
Independents.

15 Click OK, then click Close.

You have developed a query to select your
independent students on the database.

16 Click OK to run the report.

17 Review the report, then click the Close button.

[Slide 2-22]
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Lesson 5 Exercise, continued

1. How many origination records were in the batch that you exported?

2. What was the message class of the batch that you exported?

3. What was the origination status on the records you exported before you exported them?

4. What was the origination status on the records you exported after you exported them?

5. How many records for independent students are in your database?

6. How many of the records for independent students have been exported?
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Lesson 6 - Import Acknowledgement Records

Objectives

At the end of this lesson, you should be able to:

1. Import a batch of origination acknowledgement records.

2. Review and make changes to the acknowledged origination record.

[Slide 2-23]
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Lesson 6

Importing Acknowledgement Records
Select File/Import from
the menu bar.

Click the Pell tab.

Select Origination
Acknowledgement -
RFMS as the import
type.

Click File to specify the
file to import.

Review the files in the
identified directory and
click on
PGOAOIOP.DAT.

Click Open to select the
file and to return to the
import screen.

Click Screen as the
report destination.

Click OK to begin
importing the
acknowledgement
records.

file Dome Iott It he

Die 31 Gil 4; ? k?

For Help. itteu Fl

As we learned in the first lesson, origination is a six-step process:

1. Enter
2. Export
3. Transmit

4. Process
5. Receive
6. Import

After you export the origination records, you use Edconn32 (trans-
mission software) to access the Student Aid Internet Gateway and
transmit the file to your mailbox. (Step 3)

The RFMS retreives your origination records, processes them, and
places an acknowledgement file in your mailbox. (Step 4)

Using Edconn32, you send a request to the SAIG to receive the
acknowledgement file. (Step 5)

Steps 3 through 5 are standard across all electronic processes,
whether you are sending applications, application corrections, or Pell
Grant origination records. For that reason, we will not cover them in
detail in this training workshop.

Once you have received the acknowledgement file (Step 5) you need
to import the acknowledgement records.
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When the import is complete, a batch report displays statistics about
imported data. The Import Edit report shows you which records were
accepted or rejected 'by RFMS. The report also provides a summary
of the disbursement amounts reported in the batch and the disburse-
ment amounts accepted by RFMS.

(*1144. Note: The name of the imported file is changed from PG0A010P to
PG0A01BK so that you and EDExpress can distinguish it from other
files that may not yet have been imported.

''2001 EO TEMMAR

Lesson' 6
I .

Click OK to close the In
Progress box.

Review the Import Edit
report, then click the
Close button to
continue.
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Unit 2Origination

Review Records

Select File/Open from
the menu bar.

Click the ellipsis button.

Select a record by
clicking its SSN.

In this example, click
the SSN for Paul
Paulmer.

Click OK.

Click OK again.

Click on the Pell Grant
tab.

The origination record
is displayed.

After importing an acknowledgement batch, you may want to go back
and review individual origination records.

Note that the origination status is "Accepted." Also, the RFMS status
is "Accepted." This tells you that an acknowledgement record was
imported, indicating that the RFMS accepted the origination record
with no corrections.

If the acknowledgement record indicated that RFMS accepted the
record and made corrections, the values for the corrected fields are
updated on the origination record. the comment codes on the
acknowledgement indicate which fields were corrected.
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Make Changes

You can update or modify the origination record at any time. Just add
or type over existing data. Save the modified record, export it, and
resend it to the RFMS.

(S4, Note: Whenyou make changes and save the new record, the batch
status changes from "Accepted" to "Ready" The modified record as
included in the next origination export batch.

_fit 110eOid Yiew if*
1;1 4 f*IW.

thiginalEK 9Et3149680

Otigil# Nome Code: FA

Total Poyment 651100

'SchetkatedAsaack $3300.00

Totalof Disbursement Amountr $Itlet

Ramiro Campuse 011111
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Transaction litather 161-*
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Secondary EFC:

Seconds)/ EFC tale: 1-3
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Change the enrollment
status to 3 for half-time
status.

Change the award
amount for entire award
year to 1650.

Click the diskette icon
to save the record.

Click Yes, then OK to
confirm.

Select File/Close from
the menu bar to close
the record.
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Lesson 6 Exercise

Scenario:

One of your job responsibilities is to import and review all origination records received from
the RFMS. Your processing schedule indicates that you import acknowledgements.

Instructions:

1. Import the acknowledgement file that is in your CAIAM\DATA folder. If necessary, use the
step-by-step instructions below.

2. Answer the questions at the end of the exercise.

Step
I

Action
Select File/Import from the menu bar.

2 Click the Pell tab.

3 Select Origination Acknowledgement - RFMS as the import type

4 Click File.

5 Click on the PG0A010P.DAT file, then click Open.

6 Select Screen, then OK.

7 Review the edit report box, then click OK.

8 Review the edit report, then click Close.

1. What was the message class that you imported?

2. How many records were in the acknowledgement file?

3. What was the total amount of the awards accepted by RFMS?

4. Where in EDExpress could you find information about the batch you just imported and all
other batches that you have imported and exported?

[Slide 2-24]
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Disbursement
C chools are required to send a disbursement record to the
ORFMS for each Federal Pell Grant disbursement.

The disbursement record reports the disbursement amount and
date, and is used to adjust the school's authorization level. This
session describes the disbursement record process and how to use
EDExpress to create and submit disbursement records.

[Slide 3-1]

104



Lesson 1 - Disbursement Overview

Objectives

At the end of this lesson, you should be able to:

1. Understand the process for creating and sending disbursement records.

2. Know what data are included on the disbursement record.

3. Understand how RFMS edits the records.

4. Know about the special disbursement record.

[Slide 3-2]
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Introduction
You are required to report each Federal Pell Grant payment made to each eligible student.
Most schools report payments using a disbursement record, which has only five data elements.
Schools on Reimbursement and schools that have lost eligibility during the award year use the
special disbursement record. This record reports award data by payment period and contains
18 data elements.

NI. Note: For simplicity sake, when we refer to "disbursement record" in this lesson, we mean
both "regular" disbursement records and special disbursement records. At the end of this
lesson, we provide a separate discussion of the unique requirements of the special disburse-
ment record.

The disbursement record tells the RFMS how much you paid, or will pay, the student. It also
informs RFMS when you disbursed, or will disburse, funds to the student. Unlike the award
amount on the origination record, the amount on the disbursement record has a direct impact
on your school's Federal Pell Grant authorization level. The disbursement amount and date
reported on the record must match your school's records.

[Slide 3-3]
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if 11 Lesson I

Timing of Submissions

As we mentioned in Unit 2, the RFMS must have an accepted origination record before it
accepts the disbursement record. The origination and disbursement record can, be transmitted
at the same time, but if there's a problem with the origination record, the disbursement record
will be rejected.

Schools using Advance Funding can submit disbursement records to the RFMS up to 30
days before the actual disbursement to the student. However, schools may wish to wait
until closer to, or after the disbursement date, because if a disbursement isn't made the
school will need to submit another disbursement record adjusting the payment amount.
For schools participating in the Just-in-Time payment pilot, the disbursement record must
be sent no earlier than five days prior to the disbursement. Disbursement records are also
requests for funds under Just-in-Time.

In all cases, a record that's submitted too early will be rejected. Also, a school is required to
submit the disbursement record no later than 30 days after making payment.

EDExpress includes an edit that prevents the creation of a disbursement record more than 30
days (for Advance Funding schools) and more than 5 days (for Just-in-Time schools) before
the disbursement date reported on the record.

[Slide 3-4, 3-5]
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Disbursement Process

Below is the overall 6-step disbursement record process. The process is very similar to the
origination process:

1) You start by creating disbursement records. You have the same options you have with
origination records: You can use 1) EDExpress, 2) another system, or 3) a combination of
another system and EDExpress.

2) After you've created disbursement records, you export them into a message class called
PGDROOIN.

3) You send the file to RFMS over the SAID

4) After the RFMS receives the file it will edit the records. At the same time, RFMS will
provide information to GAPS. The sum of the disbursement amounts on the records in the
file you sent will be calculated, and your school's authorization level will be adjusted
accordingly.

5) Each disbursement record received at RFMS generates an acknowledgement record that is
placed in your school's mailbox.

6) You retrieve the acknowledgement file and import it into EDExpress or another system you
are using at your campus to manage Pell Grant records.

RFMS will place the acknowledgement file in your mailbox within hours of receiving the
disbursement record. Since the school's authorization level is adjusted as a result of the
disbursement records, it will be able to draw down additional funds within one to two days
after submitting accepted disbursement records and making disbursements to students. The
RFMS goal is to process disbursement records and return acknowledgements within 6 to 8
hours, and to have funds available to drawdown within 24 to 36 hours.

Just as with the origination process, the disbursement record acknowledgement will have an
action code:

A (Accepted) All data was accepted.

C (Corrected) RFMS changed the disbursement amount to be consistent with other
data; the acknowledgement record contains the accepted value, not the reported
value.

E (Rejected) Errors were made on one or more data fields and the record was
rejected. You must make corrections.

For a small number of students, you will receive two records in response to a disbursement
record:

An acknowledgement record, and

A Multiple Reporting Record (MRR)

An MRR alerts you that another school sent a disbursement record for the same student
leading to a potential overpayment. We'll discuss the MRR later in this session.

[Slide 3-6]
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Disbursement Record

The disbursement record is short and simple. The five fields follow:

1. Origination ID identifies the student and the attending campus.

2. Disbursement Reference Number is a number from 01 to 90 that is unique to the disburse-
ment record. This number allows the system to distinguish one disbursement record from
another for the same student.

3. Disbursement Date is when the Federal Pell Grant is disbursed to the student. If this date is
more than 30 days prior to the date when RFMS processes the record, a reject edit will be
returned on the acknowledgement record.

4. Disbursement Amount is the amount you will pay the student. It can be a positive or
negative amount.

5. Debit/Credit Flag tells the system whether the reported disbursement amount is a credit (a
positive amount) or a debit (a negative amount). Note that the first disbursement record you
send must be a positive amount.

If you use EDExpress, you only need to enter two fields: disbursement date and disbursement
amount. EDExpress automatically creates and places the other fields on the record.

[Slide 3-7]

Changing the Disbursement Amount

What do we mean by credit and debit?

You may need to update or correct the disbursement amount you reported on the disbursement
record.

Changes to the disbursement amount are reported by simply submitting a new disbursement
record. RFMS will add (credit) or subtract (debit) the new amount, keeping a running total of
the amount you disbursed to the student. For example, the student's enrollment status might
change after you send in the disbursement record and before the disbursement date. You must
report to the RFMS the difference between what you actually disbursed and the amount you
reported previously on a disbursement record. You report the difference by submitting a new
disbursement record with a negative or positive disbursement amount.

[Slide 3-8]
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Example - Changing the Disbursement Amount

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Sept 11 Sept 12 Sept 13 Sept 14 Sept 15 Sept 16 Sept 17

First Receive Second
Disbursement
Record Sent

Notification
that Student

Disbursement
Record Sent

Will Not
Enroll

Disbursement Disbursement
Amount = Amount =
$1,175 $1,175

Disbursement Debit/Credit Flag
Date = 9/18/20 = N (Negative)

Debit/Credit
Flag =
P (Positive)

Sept 18 Sept 19 Sept 20 Sept 21 Sept 22 Sept 23 Sept 24

Pell Training 2000
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Editing
RFMS edits the disbursement record to ensure that logical, consistent, and complete informa-
tion has been provided. If you use EDExpress, much of this editing will take place before you
are allowed to save the disbursement record to your database. If you use another system
besides EDExpress, you should make sure that it has edits in place to prevent your record from
getting rejected. The major edits follow:

First, you must have sent an origination record for the student that was accepted. When
RFMS receives the disbursement record it will check to see if an accepted origination
record is on file, or is with the same transmission from the school.

RFMS won't accept duplicate records. A duplicate record is one that has the same
Origination ID and Disbursement Reference Number. EDExpress will prevent you
from sending duplicate records.

RFMS also edits the disbursement date:

1) If the date is more than 10 days before the enrollment date on the origination record,
the disbursement record will be rejected.

2) If the date is more than 30 days after the date the disbursement record is processed,
an acknowledgement record will be returned with a warning edit code.

3) RFMS will not accept a disbursement record after September 30, 2000, unless the
record has a negative disbursement amount, or your post-deadline processing
request is approved by the Department.

RFMS will reject the first disbursement record if the disbursement amount is negative.

A 3-digit edit code is returned on the acknowledgement record indicating the edit reason. A list
and description of the codes is found on the table on the following page.

[Slide 3-9]
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Disbursement Record Edit Codes

Edit Codes Message

Invalid Origination ID (not in Valid Format)

Type

Rejected401

402 Origination ID does not Match on RFMS Rejected

403 Disbursement Reference Number not Valid Rejected

404 Debit/Credit Indicator Flag not Valid Rejected

405 Disbursement Amount not Valid Rejected

406 Disbursement Amount not in Range Warning

407 Disbursement Date not Valid Date Format Rejected

408 Disbursement Date not Valid for Processing Date or not in Valid Range Rejected

409 Institution Must Submit Special Disbursement Rejected

410 Potential Concurrent Enrollment-Multiple Reporting Sent Separately Warning

411 Potential Overaward Payment-Multiple Reporting Sent Separately Warning

412 Negative Disbursement cannot be Accepted without Previous Positive
Disbursement

Rejected

413 Insufficient Negative Disbursement Amount-Negative Disbursement
Expected for Difference Amount

Warning

414 Origination in "Over_Paid" Status-Positive Disbursement cannot be
Accepted

Rejected

415 Institution Status Indicates Institution Must Submit Special Disbursement
Record

Rejected

416 Negative Disbursement Adjusted to Reflect Accepted Previous
Disbursement Balance

Warning

417 Disbursement Submitted after End of Processing Year and Institution has
not been Granted Administrative Relief

Rejected

418 Origination Indicates Verification Status 'W,' Disbursement Adjusted to
50% of Origination Award Amount

Warning

419 Origination Indicates Verification Status 'W,' Maximum Allowable
Disbursement for Student 50% of Award Amount

Warning

420 Origination Indicates Verification Status 'W,' only one Disbursement
Allowed

Rejected

421 Disbursement Generated after Verification Deadline Date Rejected

Pell Training 2000
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Adjusting the Disbursement Amount

RFMS keeps a running total of the disbursement amounts submitted on disbursement records.
Each time a disbursement record is received, the running total is compared with the accepted
expected award amount on the origination record. If the amount on the disbursement record
causes the total to exceed the accepted expected award amount, only the portion of the dis-
bursement amount within the expected award amount will be accepted.

Example - Adjusting the Disbursement Amount

Date
August 28, 2000

Student and School Action
Student plans to enroll half-time for both the fall and spring semester

School submits origination record:
Award amount = $1,650

Enrollment status = 3 (half-time)

September 15, 2000 Student enrolls half-time in fall semester

School submits disbursement record:
Disbursement amount = $825

January 21, 2001 Student changes plans and enrolls full-time in spring semester

School submits disbursement record:
Disbursement amount = $1,650

School receives acknowledgement record:
Status = C (Corrected)

Disbursement amount = $825

January 22, 2001 School submits origination record:
Award amount = $2,475

Enrollment status = 5 (Other)

School submits disbursement record:
Disbursement amount = $825

3-10
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Updating the Verification Code

RFMS also checks the verification status code submitted on the origination record when
processing disbursement records. A school can't make more than one disbursement for a
student selected for verification until the student supplies documentation to verify or correct
the application data. As long as the student's verification status is "W" (for "without documen-
tation"), RFMS will reject any disbursement submitted after the first disbursement, and will
also correct the first disbursement if it's for more than half the award amount. As soon as the
school completes verification, it must submit an origination record with the revised verification
status and also submit applicable disbursement records.

An edit is applied in EDExpress that limits the disbursement amount to one half of the Total
Payment Ceiling for the student if the verification status flag is W.

[Slide 3-10]

Example - Updating the Verification Code (School Does Not Use EDExpress)

Date
July 20, 2000

School Action
School submits origination record:
Award amount = $1,850

Verification status = W

September 1, 2000 School submits disbursement record:
Disbursement amount = $925

School receives acknowledgement record:
Status = A (Accepted)

January 2, 2001 School submits disbursement record:
Disbursement amount = $925

School receives acknowledgement record:
Status = E (Rejected)

Disbursement amount = $0

January 3, 2000 School submits origination record:
Award amount = $1,850

Verification status = A (Accurate)

School submits disbursement record:
Disbursement amount = $925

School receives disbursement acknowledgement record:
Status = A (Accepted)

Disbursement amount = $925
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Special Disbursement Records

Schools that the Department places on either Reimbursement or Cash Monitoring funding
methods are required to use special disbursement records when reporting payments for Pell
recipients. Special disbursement records contain much more data than regular disbursement
records. They will allow the RFMS to track the disbursement of Federal Pell Grants for each
payment period. The process for creating and submitting the special disbursement record is the
same as the regular disbursement record. The major difference is the additional data required
on the special disbursement record.

For each payment period, the special disbursement record contains the number (the payment
period the record is referencing), the start and end dates, the total payment, and additional
information that was used to calculate the payment amount such as enrollment status and cost
of attendance.

While only a small number of schools are required to use special disbursement records, other
schools may use special disbursement records to track their Federal Pell Grant funding on a
payment-period specific basis, if they wish to do so. This may help some schools that serve
students at many different enrollment levels, such as those schools that enroll large numbers of
part-time or evening students.

[Slide 3-11]

. 3-12 Pell Training 2000

11,E



Lesson I - Exercise

Instructions

1. Read the two scenarios and answer the questions that follow.

2. Take the true/false quiz to review and reinforce what you have learned so far about dis-
bursements.

[Slide 3-12]

Scenario #1

You are using a systemother than EDExpress to create origination and disbursement
records. You create an origination record for Jane Hughes showing an award amount of
$1,850. You submit a disbursement record for the first payment period with a disbursement
amount of $1,650. You submit a disbursement record the second payment period that also has
an amount equal to $1,650.

1. What information will appear on the acknowledgement record for the first disbursement?

Disbursement amount
Action Code
A = Accepted
C = Corrected
E = Rejected

2. What information will appear on the acknowledgement record for the second disbursement?

Disbursement amount
Action Code
A = Accepted
C = Corrected
E = Rejected

Scenario #2

During the summer of 2000, you submit an origination record for Jim Hogan showing an
award amount for the full year of $2,350. The award amount assumes that Jim will attend full-
time. In early September, you submit a disbursement record showing that you plan to make a
payment to Jim of $783.33 on September 21" , after the beginning of the first term. The
disbursement amount assumes that Jim will enroll half-time. However, a week before the
actual disbursement date, Jim changes his enrollment status to full-time. He now is entitled to
only $391.67. You need to send another disbursement record to the RFMS reporting the
change.

1. What information do you report on the disbursement record?

Disbursement Amount $
Debit/Credit Indicator

P = Positive
N = Negative

2. Do you need to submit another origination record?
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Lesson I - Exercise, continued

True or False:

You must report to the RFMS each Pell Grant disbursement made to each eligible
student.

Your school may submit special disbursement records even if it is not on the
Reimbursement or Cash Monitoring funding methods.

Under certain conditions, RFMS will accept a disbursement record before it has
received and accepted an origination record.

Schools under the Advance funding method are required to submit disbursement
records within five days of making payment to the student.

If you submit an origination record with a verification status equal to W, RFMS
will not accept a second disbursement record for the student until you submit a new
origination record indicating that you have received full documentation from the
student and have completed verification.

Activity

For training purposes, we need to set the date on each PC to 08/30/2000 so that the system
will accept any disbursements that we process.

Complete the following steps to change the date on your computer:

Step
I

Action
Click on the Start button on the Windows Start up screen.

2 Select Settings.

3 Select Control Panel.

4 Double click on the Date/Time icon.

5 Select the month August from the drop down menu.

6 Click on the day, the 30th, on the calendar. Leave the year at 2000.

7. Click OK to process the date change.

II> lip: After changing the date, do not exit the software or you will be required to enter a
special password (known only by CPS) when you try to re-enter the software. If you change
the date back to the current date before exiting the software, no password is required upon
re-entry

3-14 Pell Training 2000
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Lesson 2 - Handling Multiple Reporting Records

Objectives

At the end of this lesson, you should be able to:

1. Understand when and how RFMS will inform you of a concurrent enrollment situation.

2. Understand when and how RFMS will inform you of a potential overpayment.

3. Interpret the record type codes on an MRR.

[Slide 3-13]
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V*40
Lesson" 2

Introduction
What happens if more than one school submits disbursement records for the same student?

RFMS edits disbursement records for two specific situations involving reported disbursements
at two or more schools. The first is if the student is receiving payment for concurrent
enrollment. The second is if the combination of payments at multiple schools would cause the
student to receive more than a Scheduled Award.

In both instances, RFMS informs all schools by automatically transmitting a Multiple
Reporting Record, or MRR. The MRR identifies the student, providing the original SSN,
name code, transaction number, and EFC. It also provides information about the other school,
including the institution ID, financial aid administrator's name, address, phone number, fax
number, and email address.

Concurrent Enrollment

RFMS checks to see whether the enrollment date you reported on the origination record is
more than 30 days before or after the enrollment date reported on an origination record
submitted by another school. If the dates are within 30 days of each other, and the other school
has an accepted disbursement for the student, the disbursement record is accepted and an MRR
is automatically sent to each school. Each MRR contains a flag of CE for concurrent
enrollment in the record type field.

[Slide 3-14]

Example - Concurrent Enrollment

Date
July 20, 2000

School A
Submits origination record:
Enrollment Date = August 16, 2000

School B

August 1, 2000 Submits origination record:
Enrollment Date = September 7, 2000

August 23, 2000 Submits disbursement record

Receives acknowledgement record:
Status = A (Accepted)

September 2, 2000

Receives MRR:
Record Type = CE

Submits disbursement record:

Receives acknowledgement record:
Status = A (accepted)

ED Use Flag = Concurrent Enrollment

Receives MRR:

Record Type = CE

3-16
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Potential Overpayment

RFMS also checks to see if the disbursement record causes a potential overpayment. The
RFMS calculates the percentage of Federal Pell Grant eligibility used at each school submit-
ting disbursement records for a student. The percentage of Federal Pell Grant eligibility used is
equal to the disbursement amount divided by the scheduled award. (The scheduled award is the
amount the student would receive attending full-year, full-time using the cost of attendance and
EFC reported on the origination record.) There is a potential overpayment if the sum of
eligibility used across all schools that the student has attended is greater than 100%. The last
disbursement record (the one causing the potential overpayment) will have its disbursement
amount reduced or rejected. The school that had its disbursement amount reduced or rejected
will receive an MRR that shows which other schools made payments that prevented RFMS
from accepting its disbursement amount. The other school or schools will receive an MRR
showing that its payments have blocked another school from receiving payments.

The "blocked" school, which had its student's reported disbursement amount reduced, will
receive an MRR record listing the school or schools that blocked it from receiving the funds.
The MRR will contain a flag of PR in the record type field. The "blocker" school(s) will
receive an MRR with the blocked school's data. These MRRs will have a flag of PB. If a
student should have both a potential concurrent enrollment and potential overpayment situa-
tion, the MRR codes would be RC to the "blocked" school and BC to the "blocker" school(s).

A potential overpayment situation can be resolved if the "blocker" school submits a disburse-
ment record with a negative disbursement amount. RFMS will then send an MRR, having a
record type flag of PU, to the previously "blocked" school. The now "unblocked" school must
submit a new disbursement record to RFMS to receive credit for previously disallowed dis-
bursement amounts; RFMS will not reprocess the previously blocked disbursement record.

[Slide 3-15]

Pell Training 2000 3-17



Example - Potential Overpayment

Date
July 20, 2000

School A
Submits origination record:
Scheduled award = $2,850

Enrollment date = September 15, 2000

Receives acknowledgement record:
Status = A (Accepted)

School B
Submits origination record:
Scheduled award = $2,850

Enrollment date = October 25, 2000

Receives acknowledgement record:
Status = A (Accepted)

September 10, 2000 Submits disbursement record:
Disbursement amount = $1,425

Receives acknowledgement record:
Status = A (Accepted)

Eligibility used = 50%

October 15, 2000 Submits disbursement record:
Disbursement amount = $1,425

Receives acknowledgement record
Status = A (Accepted)

Eligibility used = 100%

December 27, 2000 Submits disbursement record:
Disbursement amount = $1,425

Receives acknowledgement record:
Status = C (corrected)

Accepted disbursement = $0

Receives MRR:
Record Type = PR

Receives MRR:
Record Type = PB

January 5, 2001

Receives MRR:
Record Type = PU

Submits disbursement record:
Disbursement amount = $1,425

Debit/Credit flag = N (Negative)

Receives acknowledgement record:
Status = A (Accepted)

Eligibility used = 50%

January 6, 2001 Submits disbursement record:
Disbursement amount = $1,425

Receives acknowledgement record:
Status = A (Accepted)

Accepted disbursement = $0
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Lesson 2 - Exercise [Slide 3-16]

Instructions
Read the two scenarios and answer the questions that follow.

Scenario #1

Eric James is enrolled in a clock hour program at Hogan Technical Institute. Hogan reports an enrollment
date of August 30, 2000 on the origination record it submits for Eric. Eric is also enrolled part-time at
Bay Community College. Bay submits an origination record showing a September 7, 2000 enrollment
date. Both origination records show that Eric's Scheduled Award is $3,300. Hogan Technical Institute
transmits a disbursement record on August 23rd, with a disbursement amount of $1,650. On September
7th, Bay Community College also submits a disbursement record with a disbursement amount of $1,650.

1. Will the disbursement amount on Hogan's disbursement record be accepted by the RFMS?

2. Will an MRR be sent to both schools after Hogan submits its disbursement record notifying them that
Eric is concurrently enrolled?

3. Will the disbursement amount on Bay's disbursement record be accepted by the RFMS?

4. Will an MRR be sent to both schools after Bay submits its disbursement record? If yes, what record
type flag would appear on the MRR?

Scenario #2

Jamel Wilkins enrolls in Big State University for the fall term. Big State submits an origination record
with an enrollment date of August 24, 2000 and an award amount of $3,300. On August 20, the financial
aid office creates and submits a disbursement record for Jamel showing a disbursement amount of
$1,650, or 50% of his scheduled award.

For the spring, Jamel decides to continue full-time at Big State and enroll for two courses (as a half-time
student) at Bay Community College. Bay submits an origination record for Jamel on December 20
showing an enrollment date of January 15, 2000. They submit a disbursement record on January 10 with
a disbursement amount of $825, or 25% of his scheduled award. Bay receives an acknowledgement
record that indicates that the disbursement amount was accepted by RFMS. Big State submits a dis-
bursement record for Jamel's spring semester on January 20 with an award amount of $1,650. They
receive an acknowledgement record indicating that a reduced disbursement amount was accepted. Both
schools also receive an MRR at this time.

1. Why wasn't an MRR generated after Bay submitted its disbursement record?

2. What disbursement amount was accepted on the disbursement record submitted by Big State Univer-
sity on January 20th?

3. What record type flag was on the MRR sent to Bay Community College?

4. What record type flag was on the MRR sent to Big State University?
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Lesson 3 - Creating Disbursement Records

Objectives
At the end of this lesson, you should be able to:

1. Enter a disbursement record manually.

2. Create disbursement records using multiple entry.

3. Browse the disbursement database.

[Slide 3-17]
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Manual Entry

You can create disbursement records in EDExpress using one of the
following three methods:

Manual entry

Multiple entry

Importing records from one of your school systems

In this lesson, we will create a disbursement record manually for one
of the origination records that we created, transmitted, and imported
in Unit 2.

(411144, Note: EDExpress provides more than one way to complete a task. In
this example, we click the Open icon on the tool bar to open a
record. In Unit 2, we selected File/Open from the menu bar

[Slide 3-18]
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Click the Open icon.

Click the ellipsis button.

Select a record, and
click OK.

In this example, we
select the record for
Farah Fogelman.

Click OK.

999-56-1 01 3

999-58-4752

999.62-31 33

1999.62-6852

999-70-1 713

999.72-7499

Student's first Name - Demo

JANE

GEORGE

QUINN

REGINA

JOSEPHINE

NANCY

KERRY

ORLANDO

LARRY

TERRENCE

Siuderits Lest Nuns .4*

SMITH

JONES

QUIMATO

RALJON

JOSEPHS

NEDORU

KOBLES

OPENHEIMER

LUCENS

TUBSEY

999-74-9680 PAUL PAUJ4ER

1999-76-2634 SOPHIE SOPRANOE

1999-76-4778 MARY MARLOW

1999-64-6590 GRANT GRANT

-96 -3950 HUBERT HUSTON

1999999-96-3951 AWING IRLANDO

14 4 Record f 11 1, 1441 4 1

OK

For Help. Wass Fl ItSPROGRAM FILEMEDESUITMDEXFRESS FOR WINDOWS We:preset tn.* IOW_
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Lesson' 3

The demographic
record is displayed.

Click the Disburse tab
at the bottom.

it/ ii $

lies yawls*
el 1 olio ij

The origination record must be created and saved to the database
before you can create a disbursement record.

Click the Disburse tab to access all disbursement information.

Floor JFOGELMAN FARAH

Last first

PermenentotocelAddresir

Addis= I PO BOX 8752

thtsuge.ro IBIGIDTY I CN 9981

P1101144 (551-61----6195555

Addle= 1

M Ste*, ZiP: I

Phone

Cunent SSW:

0604 SW

Dam of Daft

Drivem License:

Citizenstip Slat=

Men Re4seetion

Dependency Status:

1999.724499,

1:93-7,7 7459

PIA VeatsbatiOn Stattlt

Lost Dimness Interview Completed?

'haute-don Raiders

Change Dater,

Permanent Address:

s

r
r_-

1.4031Ack*ear 1=r= =

SoOMI Sem** 17=
Date of OW FT=
Latest Onginti Student ID: S99727499F001

01

09984873 I CN

06/13M1976,

99r920

Aothe Ts/mood=
Notes Opt

Award thxt 8013040:10 0814:28 SYSADMIN

Packegng Stet= P Ream:18mm
OCCUMerd SW= Loan Recta*?

Pell Records'

N

I aj Institution User I

Demo FAFSA SARASIR Vet Wks ISIR Rvw Does

!Fos Help, pawn_

Notes Use Data Loans Disburse Awards Pell Giant

NPROGRAiii FILES \EDESUITSEDEXPRESS FOR WINDOWS VSIwaptentri tadb

3-22
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Enter two data elements in the first two columns of the first row on this screen:

Disbursement Date

Disbursement Amount (which is labeled on the screen "Amount Submitted")

Enter the date in MMDDYYYY format. For example, September 2, 2000 would be entered
09022000. Don't enter back slashes (/) or dashes (-).

EDExpress edits the disbursement date that you enter against today's date as noted on your
PC's internal clock. EDExpress will not let you save a disbursement record if

The disbursement date is more than 30 days after today's date

Today's date, as indicated by your PC's internal clock, is before July 1, 2000.

Ntx Note: For this training, we have set the clocks of each PC ahead to 08/30/2000.

EDExpress also performs edits on the disbursement Amount Submitted. EDExpress will not let
you save a disbursement record if:

The verification status is W (without documentation) and the Amount Submitted is
greater than one half of the student's total eligibility (Total Payment Ceiling) for the
year.

The Amount Submitted exceeds the award amount for the entire year as reported on the
origination record.
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r4e,4* Lesson 3

Enter 09022000 for the
Disbursement Date.

Enter 1125 as the
Amount Submitted.

Select File/Save from
the menu bar.

Click OK.

Irr 11 I

f Betad yiert lielp

+I141 4 I An

Pd Grad

You can now enter pennies in the amount. If entering pennies, you
must also enter the decimal point.

Oloburemment

I Bate I Submitted I Accepted

Amount

I
m ri

Blab. RF1AS

Status Payment Peod
Info

0910212000 $ 1125 00 info.

Batch ID #

2 Special info.

3 Special Info:

4 Special Info.

B Seeciel info,

7 Speeed Info.

10 .

11

12

13

14

Special info,

Special Info.

Special Info.

Special Info_

Special Info.

15

^'Addtional Information

Special hie.

. 'NM t :" 01 EFC: 1033 Mantled Carious ID: 011111 Award Amount : 2250 Total Disbursed Mount' $ 112100 ROW& 1 of

Demo FAFSA SAFI/...ajVew.=.jcs 2=124.ivp.oLs. User tai Loans Disburse Awards Pei Grant

For Help, press PI 10131113GFIAIN FILEMDESUITEEDEXPRESS FOR WINDOWSVaVsipresal ,indb I
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Notice that the Disbursement status is set to R, for "Ready" to be
batched. This status code is just like the origination status code.
Values that will appear in this column will be:

R

B

A

E

Ready

Batched

Accepted

Error

The RFMS status code appears when you import the acknowledgement
record from RFMS. This code, as discussed later in the unit, tells you
whether the record was accepted, rejected, or corrected.

Also, notice the additional information displayed at the bottom of the
screen about the student's origination record. The Total Disbursed
Amount is the sum of all submitted disbursement amounts.

Click the Close icon on
the tool bar in the upper
left comer of the screen
to close the record.

tt tt r " 11 t t1
Eitt Becord yiew 114

X

i f 3 + 114 I 4 I I." I .11
I

IL. I Date

Otsbursemeet

Submitted Accepted YTO 1 Web. I RPM

/unmet 1 States Permed Ported [
Info I &debit)*

11 a 09/02/2000 5 1125 00 R Ito,
j2

6

10

11

12

13

14

1$

zAckfikortalinfarrnetian

Twat!: 01 EFC: 1033 Attended Campus ID: 01111T Award Amount : $2250 Total Disbursed Amount $1125.01) Raetatt 1 La 1

Ve.=... ISIR Rvw Dots Notes User Data Loans Disburse Awffids Pei Grant
For Help. press Fl ft WFIGGRAM FOES \EDESUITE EDEXPRESS FOR WINDOWSVO,espres01 Mb/
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1041
04% Lesson"3

Multiple Entry

Select Process/
Multiple Entry/Pell.

iii II r

gee PrrcP ti6113

Add Documents

lauck Correctiort.,

&Wet,
linPacke9e--
Flepactage-

Add gudgets

C4kwdate Ulm Oetined FonThula

Another method for entering disbursement data is Multiple Entry.
This feature saves time when you need to update one or two data
elements on many student records.

global

Eackagino
Bract Loan-

Erier data for 0\141i1GRAM FILESEDESLIITVIDEXPRESS Fok WIND&IS V64:,alsOtasal inch
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In this example, we will add the first disbursement date and amount to
all records that have an origination status of "Accepted" and an
award amount of $3,300. For this exercise, we assume you have
already created a query to identify records with these attributes.

(44kb.. Note: EDExpress allows multiple entry updates to the disbursement
date and amount if the origination status is "Accepted" or "Ready.
It will not perform a multiply entry update if the origination status is
"Batched.

1104,

Lesson 3,, m

Click the box to the left
of Ready to Export and
the box to the right in
the Value column.

Click the box to the left
of Disb. Submit Date
and enter 09012000 in
the Value column.

Enter 1650 in the Value
column for Disb. Submit
Amount.

Click Screen as the
report destination.

Click Selection
Criteria.

iti i 3 M .

Ede Erocess Dols a*

2541 ?

t

J

Default

t " t

Field Valuer Verification Status

2 Award Amount

Payment Periodsr Enrollrnerd Dater lnst Cross Ref

F Ready To Export

F Mb Submit Date 09/01/2000
.Y;

F Dist Submit Amount IS 1650 00

Sat Fie

1

Report Datbnatm

pots 0. Scam

DK Camel I Li*
1

5eleeliOn Cite mai

x

Flat Help. peas Fl ,,CAP9OGRAM,FILES)ED.ESUITMOLD4PRESS FOR WINDDWSyMexpre,101
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*to
0411 Lesson .3

Click the ellipsis button
to the right of Query
Title.

Select ORIG STAT = A
AND AWARD = 3300.

Click OK

H se If

fM ,egraelft In* Elep

12116 4 4; ?k?

Select Field Value

Award Amount

Title: t f% t 1.443 e..ti:SFT1

Query Tit ORIG STAT =A AND AWARD = 3300

S alto! laatorda..

OK I Coro*

X

OK Carol' ffejO' logo:wows!

x

Foiktalp, priail7"1 6,04OGFIAWI-FILEttnEStilIfiDEXORESS R3RC4/114}0%4V6.4;:pres01 lath! nn
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The Multiple Entry Report Edit Report displays information about the
number of records updated. The report lists information about any
rejected records.

In this example, four records were updated and are ready to be
exported to the RFMS.

uFJ.f .IgRC r'i' :iCik

OMR hieN4 Par?. I le f Zoomin Zocat,aut Vote

Click OK.

Click OK again.

EDExpress displays the
selected, records.

Click Save.

Click Yes to save
changes.

Click Yes again to
confirm.

The Multiple Entry Edit
Report displays.

Click the Close button
on the toolbar to
continue.

Mu t 1;31 e Entry Edit REM rt
Fall Pafrart

HIS ece.korr c3sn;4Ihe 836111\E INKRANTICN FFCIIECTED Ete 11-E FRINACY ACT
vegrprwwwww.rwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwww

StudEnt Nara
Raid Nara
Bror lsiassags

Reidy to Bcort sets tha Cr Ig Inat Ion Status to 'Randy' or records
saocessfu I ly passing End of Entry edits a-cl fol loon rg the sae Icgio
process. For a corplete list of records that have not been set to
'Randy' crests a q..ary that looks at the Origination Status aqua! to
'N' rot ready, and pr int We Cr i ginat cn Li st report us irg that query.

Ibtal Flacorcla Raaol:
Total Facorca Lbdatezt.
Total Racords Fejeoted:
Total Fields bated:
metal Fields Rafeotact

WINPA...,14,Y610**Qt
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Browse the Database

Click Tools/Browse/
Pell from the menu bar.

III II I

Elb Brom* ft*
a*muP

Query...

Koine

Porrna!L.,

Once you have entered several disbursement records, you may want to
see exactly who you created disbursements for and the status of those
records. You can browse the database to quickly get basic information
for all disbursement records, including the disbursement date, amount
and current status.

fik6at
4,PS) Ens=
Ea*aginsI
nowt Loan
Eel

CVROGRM FILESTDESUITETDEXPRESS FOR WIND,OWS V61agorekt0'lindbi
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OK I

The browse function lets you examine the origination, disbursement,
and batch activity records that are in your database.

Disbursement records are listed in origination ID order.

Use the horizontal scroll bar to display additional fields for each
record.

e name of each field displays as you move the horizontal scroll bar.

t i tt r $).
fib !CLASS /Wg if*

Ng* Ito

ondriat Disbursements 04:1/Aoihnly

Origination Hi Disbursement Reference Number

1761111111SM200101111100 01

9996231330P200101111100 01

999727499F0200101111100 01

999646590GR200101111100 01

99996395103200101111100 01

Record 1

disbursement Reference Numbed

Click the Disbursement
tab.

Move the horizontal
scroll bar to the right to
display additional fields.

Scroll to the Submitted
Disbursement Amount
and Disbursement Date
fields to verify the
updates that you made
using Multiple Entry.

Click OK.

Reporting C.

011111

x

net) j

FatHelp, pleas Fl ItTFIOGRAM f/LEMEDESEIFTENEDDPRESS FOR VA liOWSV6eaptes(11 mdbi-----1

x
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Lesson 3 - Exercise [Slide 3-19]

Scenario

Your boss has asked you to create disbursement records for the four accepted origination
records that you received from the RFMS this morning.

Instructions

1. Enter a disbursement date of 09/15/2000 for all records that have been accepted at the
RFMS. Give George Jones (SSN: 891-11-1111) a first disbursement of $737.50; give the
remaining three students each a first disbursement of $1650.00. Use the most efficient way
possible to create the records. Use the step-by-step instructions below, if necessary.

2. Answer the questions at the end of the exercise.

Step
1

Action
Select Process/Multiple Entry/Pell from the menu bar.

2 Select Ready to Export and click the box in the Value column.

3 Select Disb Submit Date and enter 09152000 as the value.

4 Select Screen.

5 Click Selection Criteria.

6 Click ellipsis button next to Query title.

7 Select RFMS Status and click OK.

8 Click OK again.

9 Select A under Field Value.

10 Click OK, then click Close.

11 Click OK.

12 Enter the correct amounts in the Disb Submit Amount column.

13 Click Save.

14 Click Yes to save, and click Yes again to confirm.

15 Review the edit report, and click Close.
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El) Lesson 3 - Exercise, continued

1. Are all records ready to export for transmission to the RFMS?

2. What other method might you have used to enter and save the disbursement records?

3. If George Jones' origination record had been sent to the RFMS, but an acknowledgement
had not yet been received, would EDExpress have allowed you to enter and save a disburse-
ment record for him?

4. If you had entered and saved an origination record for George Jones', but had not exported
it yet, would EDExpress allow you to enter and save a disbursement record for him?

5. Assume today is 08/30/2000. Would EDExpress allow you to enter and save disbursement
records with a disbursement date of 10/05/2000?
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Lesson 4 - Exporting Disbursement Records

Objectives
At the end of this lesson, you should be able to:

1. Export a batch of disbursement records.

2. Identify the message class associated with disbursement records.

3. Print a batch activity list.

[Slide 3-20]
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410
Export Disbursement Records

Once you complete entry of the disbursement records you are ready to
export the records. When you export, you place all records with a
Ready status into a file that can be transmitted to RFMS. The steps
are almost identical to the steps you used in Unit 2 to export origina-
tion records.

ESA Now loolt kiedP

Piele#1 t le?

Click the Export icon on
the toolbar.

For Help. oleos Fl IC PROGRAM FILEMEDESUITENEDEXPRESS FOR WINDOWS V6Smpres01 rnetbr
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Click the Pell tab.

Select Disbursement
Data - RFMS as the
Export Type.

Click OK.

iii it r .

frotestit 'et° iletdp

12010 X t k?

Exporting creates a file with the message class PGDRO 1IN.

),,PP EgXen I NB Rowing 1* Ditto 14art J PELL I

Expatt 1 pe j Disbursement Data - RFMS

60att Tot

filo 1 1 v,A".^.`,1-1,1)"1.1 ,171

Repatingi Caropue 1011111

X

OK 1 rant.* littIO

RIK*, peen Fl .,:b.,14:113tilitsNiffiLESNEDESUIIENEDEXPFIES,,S FOFIV/INDOWSVSktospitaa01 Wei 't
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The In Progress box displays the filename that was created
(CAIAM\DATA\PGDR011N.DAT) and the Batch ID.

Remember: Use EDConn32 to transmit the file to the RFMS.

Eie Ehscett Iadit Help

,12101461 X ?R?

Click OK to continue.

x

: 4P Ewen I 0 Natdift I * Eked Loan «ft; PELL

Fmnit Two I Disbursement Data RFMS

I EXPORT COMPLETE II

Records Exported 5
Records Processed 5
Fde C lam \data1PGDRMIN dat

Batch ID t1D200101111120000830104811

Export Disbursement addit

Record 5 of 5

leelmuinanniumonos icat

OK

bp;

tielp I

tMetHeft,piessfl ,ftPROGRAM FILEK4ESIATMDEXPRE55 FOR WINPOW,S y69mores01 to&

x
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Printing a Batch Activity List

Click the print icon on
the tool bar.

Click the Pell tab.

Select List - Batch
Activity.

Click Screen as the
report destination.

Type 03/01/2000 and
08/30/2000 as the date
range.

Click OK

At this point, you may want to review what batches have been created
so far. You can use the browse function to examine your batch
activity, as we did in Unit 2. Or, you can print a batch activity list.

The Batch Activity List report function allows you to identify all
batches created within a specified date range.

### #1

f &ten Ipalt Halo

C112510

oa Glow] App Exptesala Packacing I * Direct Loan Ai Pell

r'Reptat

List - Batch Activity

Remit File Deatinartion

r mui

1 1

-SSN Re

.
I I

(" rie r Screen

Options

Repotting Caoutr 011111 LI
Batch Date' ovoin000 To lostaon000 [g]

C'2,.;1/011 OK

Fat Help, pies Fl let PROGRAM FILESNEBESUMEDEXPRESS FOR WINDOWS,VBtexptet01 mdb [CAP !
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Lesson 4 - Exercise

Scenario

[Slide 3-21]

Your boss wants you to send the disbursement records you've created this morning. He also
wants to know the sum of the disbursement amounts submitted.

Instructions

1. Export the disbursement records that you created this morning and print a batch activity list.
Use the instructions below if necessary.

2. Answer the questions at the end of the exercise.

Step
I

Action .

Click the Export icon.

2 Click the Pell tab.

3 Select Disbursement Data RFMS.
4 Click OK.

5 Note the name of the file that was created. Click OK to continue.
6 Click the Print icon.

7 Click the Pell tab.

8 Select List - Batch Activity.
9 Click Screen.

10 Click OK.

11 Review the report. Click the Close button.
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Lesson 4 - Exercise, continued

1. What was the name of the file that you created?

2. How many disbursement records are in the file?

3. Has the file been transmitted to the RFMS yet?

4. What is the sum of the disbursement amounts submitted in the file?

5. What was the date and time that the file was exported?
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Lesson 5 - Importing Disbursement
Acknowledgement Records

Objectives
At the end of this lesson, you should be able to:

1. Import a batch of disbursement acknowledgement records.

2. Identify the message class associated with disbursement acknowledgement records.

3. Review and revise the acknowledged records.

[Slide 3-22]
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Importing the Acknowledgement Record

Once the RFMS processes the disbursement file, you are sent an
acknowledgement file. After you import the file, you can review the
processing results.

Click the import icon.

Click the Pell tab.

Select Disbursement
Acknowledgement -
RFMS.

Click Screen.

Click File, and select
the file to import.

In this example, select
PGDA010P.DAT.

Click Open.

Click OK.

t ,, - x
fie NOW Iod Help

010161 ol

lak Global I al Appempre stifil hawks)]* Drreof Loan ilk PELL)

trepert Type, I Disbursement Acknowledgement - R FM S

'Import From :-

file- Jr vr x 1441' p d

--Reoott Yo:

hIs.
J j

r. printer r Fie Screen

xl

OK *fp

Fot Help. owes Fl ,11::\PROSItiAia1LESNEDaullEEDEXPRESS FO N WINDOWS VGNetixitiO1
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Click OK to close the In
Progress box.

Review the Import Edit
report, then click the
Close button to
continue.

When the import is complete, a batch report displays statistics abotit.
imported data. Then, the Import Edit report shows information about
the acknowledgment file. For each imported record, the report shows:

Origination ID

Disbursement Reference Number

Disbursement Date

Disbursement Amount Accepted

Status Code

In this example, all records were accepted by the RFMS.

'Tip: You can print the report to the screen (as we have done in this
example) then print a hardcopy of the report by clicking the print
button on the toolbar.

Vift Oait '""'')Tove:g:;;;;;;;E: - ..............................

Zoomin igsvmD.ut Clme

Wart Cate 03/33/2003 U S OFYRNesn-cF ECLCAT104
Rport Thm 14 31 32 2:00 -2001 RED3WL Fal-CFANT FROMM

R i t I I Di sburscrrent AckrcelectrrEnt Irrpdrt Edit
THIS =JAW 0:1114.11B 93,4SITNE I hFCRATICkl FRalECIED Be 11-E FRIVICe ACT

FRS STALLS
ECX "PRE.IECT CCM----- ----

GGGI7274GGFCS001011111C0
731111111942001011111C0
1332323133:F200101111100
EGGEMB233R2C01011111C0
GES9320511F200101111103

Accepted
Accepted
Accepted
Apospted
/tempted

Disbursurent Rezords in Batch
DI aburserent Ra:orde Accepted and Corrupted
DI sburserent Records Reims ted
Disberserent R300 rda Skipped

DI sburserent ApyLrit Rported In Batch $ 7725.00
dourserent facii..nt Accepted and Corrected in Bat di $ 7725.00

:NPFIPP,BARMA IEDESUITESEDEXPAESS IFARNOPPWWW*Ot
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Reviewing the Disbursement Record

When the acknowledgment record is imported, each individual
disbursement record is updated with the processing results.

In this example, we will review Farah Fogelman's record.

Click on the open icon.

Click on the ellipsis
button.

Select Farah
Fogelman's record, and
click OK.

Click OK.

The demographic
screen appears.

Click on the Disburse
tab.

E e EtOttefst YieW Help

Nome, 'FOGELMAN

Last

Nartanent/Local Atkins=

Address:

'FARAH

Fist

PO BOX 8752

Citst,Statt2ip.. 1BIGC1TY

Monet

Assn
Dm, State, Zirr I

Phone

Current SSNI

Original $$N:

Date of Birds

Drivers Wane

CRizenthip Statue

Aran 1144rabOn

Dependem Status:

I CN 1998°9.

11555) 555.6195

1B9984873

1999,724499

106/13/1976

1 CN 41

12 2:1

1A999992020

Demo FAFSA SARASIR Vet Wks ISIR Rvw Docs

Fot Help, pests

Notes

Pei VelifiCatiOn Statue

Loan Entrance Interview Completed?

Tialsaction Paid On

Change Dates:

Peralanen1 Address

Local Addreng

Social Securtyt

Date of Beth

Latest Original Student ID: 999727499F001

Actwe Transaction

Notes Upd

Record Upd 03/2112000 14:036 SYSADMIN

P Record Sourar

Loan Records?

S

r

Packaging Statue

Document Status

Pei Records?

N

Institution Use I

User Data Loans Disburse Awards Pei Grant

CTROGRAM FILEStEDESUITECEDEXPRESS FOR WI COWS Mac/am:II pleb
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Type 09012000 as the
Disbursement Date.

Type -400 as the
Amount Submitted.

Click the Save icon.

Click OK.

The disbursement record appears. Note the following fields that have
been updated:

Accepted AmountThe disbursement amount that RFMS
accepted. In certain instances, the amount will be less than the
Amount Submitted.

YTD AmountThe sum of the accepted amounts (for accepted
and corrected records only) year-to-date.

Status DisbEDExpress' disbursement status flag. In this
example, it has been updated to A for "Accepted."

Status RFMSRFMS' disbursement status flag. In this
example, it has been updated to A for "Accepted". Other values
are C for "Corrected" and E for "Rejected".

Batch IDThe number that indicates what batch the record
was a part of when it was imported.

To correct the record, or report the next disbursement, simply enter
information on the next available row. A new disbursement record will
be created with a disbursement status of R for "Ready."

In this example, we are creating a negative disbursement record to
correct downward the amount disbursed to Farah Fogelman.

sir rt t

fie &cad yaw Help

e f i + 14 I 4 ( I ,1 I.

Pei Grant I

" tt t 1

IDianureement Amount Status I Payment Period

# 1 Date I Submitted I Accepted VTO Daub* WNW Info I
^^ ,

08(0%10 #
1 umul ozuuu * 11 co uu 11 ea uu 1125 uu A A wJeciat info FUZULI1 U11111 ZUUUUDJUl 1 01 0,1

2 09/01/2000 $ -400 00 R

3 spectI Info
4 met tuft
S sj:redtif init.

Spot:fad info.

Speasi Info.

SI:moist Info.
0 ,. Info.
10 Speclal Ho.
11 Special Info.

12 Spectal Info.

13 spetidIrlfti.
14 Speote4Info,

15 Special info.

Adcfitionaltriormation

Tools 01 EFC: 1033 Attended Campus IDt 011111 AwardArnount : $2250 Total DisbursedArnount $725,00 Record 1 of 1

Demo ),FAFS.4.1,SAFI/ISIR Vet Wks ISIR Rvw Docs ) Notes ) User Data ) Loans Disburse Awards Pell Grant

FOt Netri press F1 [CPR:MAP:A FILEMDESUITOEDE*NESS FOR WINDOWS Masotti:11 tadb
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Lesson 5 - Exercise

Scenario

You receive a file of acknowledgement records from the RFMS. You need to import them into
EDExpress. Plus, your boss has asked you for a listing of all disbursement records in the
database that have a verification status of W for "without documentation."

[Slide 3-23]

Instructions

1. Import the acknowledgement records and print a list of disbursement records using the
appropriate selection criterion. Use the instructions below if necessary.

2. Answer the questions at the end of the exercise.

Step
1

Action
Click the import icon.

2 Click the Pell tab.

3 Select Disbursement Acknowledgement - RFMS.

4 Click File.

5 Select PGDA010P.001.
6 Click Open.

7 Click Screen then OK.

8 Review the In Progress Report and click OK.

9 Review the Edit Report and click Close.

10 Click the printer icon.

11 Click the Pell tab.

12 Select Disbursement List.
13 Click Screen.

14 Click Selection Criteria.
15 Click the ellipsis button.

16 Select Verification Status Code and click OK.

17 Click OK again.

18 Select W as the field value and click OK.

19 Click Close, then OK.

20 Click OK when the message "No RecOrds Selected" appears.
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Lesson 5 - Exercise, continued

1. How many acknowledgment records did you import?

2. Were any of the imported records rejected by RFMS?

3. How many disbursement records on your database have a W verification code?

3-48 Pell Training 2000
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Lesson 6 - Creating Special
Disbursement Records

Objectives

At the end of this lesson, you should be able to:

1. Create and save a special disbursement record.

2. Understand the data required on a special disbursement record.

[Slide 3-24]
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With Farah Fogelman's
disbursement record
open, enter 09052000
for the disbursement
date and 400 for the
amount submitted on
the third row.

Click the Special Info
button on the third row.

A special disbursement record includes the required information for a
regular disbursement, plus the additional information necessary to
calculate the payment for the specific payment period to which the
disbursement applies.

In EDExpress, you first enter the disbursement date and amount.
Then, you click the Special Info button on the disbursement screen to
enter the remaining information.
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fie flatotd yew/ help
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Pell Grant 1
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09/01/2000
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1
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11 S into.
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Trans it 01 Ere: 1033 Attenclod Campos ID: 011111 Award Amount : $2250 Total Disbursed Amount' $112500 Record 1 611
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The additional payment period fields that are required on the special
disbursement record follow:

Payment Period Number

Payment Period Start Date

Payment Period End Date

Award Amount

Academic Calendar

Payment Methodology

Cost of Attendance

Enrollment Status

Most of the required items are filled in from the origination record.

t

attotati yiew Help

111 + 14 11 P so* ...t1

Pd Osaut

bleburstemeed

d I. Bete Submitted 1

1 09101/2000 11125 00

2 0910112000 1-400 00

3 09105/2000 $400 00

4
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13
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15
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OK

Enter 1 for the Payment
Period Number.

Enter 09012000 for the
Payment Period Start
Date.

Enter 12152000 for the
Payment Period End
Date.

Enter 725 for the Total
Funds Disbursed for
this Payment Period
Previously Reported
Using a Regular
Disbursement Record.

Click OK.
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Click Yes to create a
special disbursement
record.

Click the Save icon.

Click OK.

Click the Close icon.

Once you save the special disbursement record, the disbursement
status is set to R for "Ready" and the Total Disbursement Amount
that is displayed in the lower part of the screen is adjusted. The saved
record is ready to be exported for transmission to the RFMS.

(7.4114. Note: Special disbursement records are batched in a message class
separate from regular disbursement records. The special disburse-
ment message class is: PGSPOlIN.
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Lesson 6 - Exercise

Instructions

Complete the following true/false quiz to review what you have learned about special disburse-
ment.

True or False

Schools who are not on either Reimbursement or Cash Monitoring funding methods
can choose to use special disbursement records.

You can send a special disbursement record to the RFMS at the same time as an
origination record.

Special disbursement records are batched and transmitted in a message class
separate from regular disbursement records.

EDExpress allows you to enter a special disbursement record without first entering
and saving an origination record.

[Slide 3-25]
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Funding
In this unit, we describe how schools receive money under
RFMS. Topics covered include the relationship between

disbursement records and your school's authorization level, and
how to draw down funds from GAPS.

[Slide 4-1]
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Objectives
At the end of this lesson, you should be able to:

1. Understand the difference between the Just-In-Time payment method and the Advance
payment method.

2. Understand the benefits of the Just-In-Time payment method.

3. Recognize the correlation between disbursement records and the draw down process.

4. Draw down Pell Grant funds.

[Slide 4-2]
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Pell Grant Payment Methods

Overview
RFMS has changed the way schools receive funds. Disbursement records now drive the
funding process.

Most schools participating in the Federal Pell Grant Program receive payment for Federal Pell
Grants via the Advance Payment method. Under this method, a school receives an initial
authorization level at the beginning of each award year. The school is then able to draw down
funds against this amount as the year progresses and Pell Grant disbursements are made. The
authorization is adjusted, if necessary, based on the disbursement records submitted by the
school. Origination records do not drive the authorization level; only disbursement records.

There are four different methods of funding for schools participating in the Federal Pell Grant
Program:

Advance Payment

Just-in-Time

Reimbursement

Cash Monitoring

Eighteen schools began testing Just-In-Time payment in a pilot program in the 1999-2000
award year. Under this method, schools do not receive an initial authorization. Funds are
automatically deposited into the school's bank account following the successful submission of
disbursement records. There is no drawdown from GAPS, and schools receive regulatory relief
from certain rules related to cash management.

Under either the Reimbursement or Cash Monitoring payment method, an institution must first
make disbursements to eligible students before it requests or receives funds for those disburse-
ments from the Department. Under the Reimbursement payment method, an institution must
provide specific and detailed documentation for each student to whom it made a disbursement
before the Department provides funds to the institution. However, under Cash Monitoring, the
Department either requires an institution to make disbursements to eligible students before
drawing down program funds for the amount of those disbursements, or requires the institution
to submit some documentation identifying the eligible students to whom a disbursement was
made before funds are provided to the institution for those disbursements.

[Slide 4-3 through 4-5]
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Advance Payment Method

Most schools use the Advance Payment method for receiving Pell Grant funds. At the
beginning of each award year, these schools have their institutional data updated to participate
in the Federal Pell Grant Program. Initial funding amounts are estimated based on the funding
and enrollment of the previous award years, and then calculated by the Department of
Education. Authorizations are created for schools using the Advance Payment method, and are
posted to the RFMS accounting function. Authorization transactions are sent to GAPS.

The RFMS accounting function generates an Electronic Statement of Account (ESOA) that is
sent to institutions informing them of their initial funding amount upon successful processing
of the transactions. This initial authorization is the amount against which schools will draw
down funds for Pell disbursements throughout the award year. A school's authorization amount
may be adjusted during the year when the school submits disbursement records.

Just In Time

In the 1999-2000 award year, 18 schools participated in a pilot program through which they
receive Pell Grant funds from RFMS and GAPS via the Just-in-Time method. In the 2000-
2001 award year, the pilot program will be expanded to about 100 schools. ED is using this
new method as the basis for the future of funding methods for the Pell Grant program. There
are no plans to make this payment method mandatory. However, ED anticipates that many
schools in the future will choose to stop using the Advance Funding method and will use the
Just-In-Time funding method.

Let's look at how Just-In-Time differs from Advance Funding:

The accepted disbursement record functions not only as a report of disbursement, but
also as a request to ED for immediate funding.

No drawdown from GAPS is necessary. Funds are automatically deposited in the
school's bank account.

Under Advance Funding, you can submit a disbursement record as much as 30 days in
advance of actual disbursement. Under Just-In-Time, a disbursement record can be
submitted no earlier than five days prior to the actual disbursement.

The major benefit of Just-In-Time is speed and efficiency. A disbursement record is converted
to a transaction that simultaneously increases the authorization and requests payment.
Additionally, the reconciliation and end-of-year closeout processes are simplified. Because the
obligation and payment are one and the same, the system is self-reconciling. The business
office and financial aid office are forced to communicate and reconcile. This eases the end-of-
year closeout process. All schools must reconcile monthly.

[Slide 4-6 and 4-7]
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By eliminating the need for the Department to provide an initial funding allocation to the
school, Federal Pell Grant funds can be used to better advantage. Some schools using the
Advance Payment method do not, in fact, use all the funds they were originally allocated, and
the Department does not learn about this in time to recycle those funds to other schools and
students that are eligible to receive them. Other schools may be delayed in receiving funds, but
students are always paid. Just-in-Time will alleviate this problem.

Schools who participate in Just-In-Time also gain relief from several cash management
requirements:

The "3-day use rule" required for the Advance Payment method.

The rules governing excess cash.

The reverification of student eligibility for a Federal Pell Grant award at the time of
disbursement. Instead, your school can rely on the eligibility determination that it made
at the time each disbursement record was submitted.

The requirement that the school maintain Federal Pell Grant funds in an interest-bearing
bank account.

Many of these issues become moot, because you will not have excess cash using the Just-In-
Time method.

Receiving Funds Under Advance Payment Method

As you learned in Unit 2, origination records establish the eligibility of a student to receive a
Federal Pell Grant at the school. As you saw in Unit 3, once an origination record has been
accepted, the school will submit a disbursement record or special disbursement record for each
payment made to the student. (While most schools use Advance Funding and submit
disbursement records, schools on Reimbursement or Cash Monitoring are required to submit
special disbursement records, which provide additional payment period data.)

Disbursement records are the keys to receiving funds. Once a batch of disbursement records is
submitted to RFMS, the records are either accepted or rejected, or accepted with edits. Those
records that are accepted will drive the funding level in GAPS, providing funds for schools to
draw down.

Successful submission of disbursement records prompts GAPS to make funds available for
drawdown, and deposit administrative cost allowance (ACA) funds into the school's account.
An ACA will be paid for each student with a disbursement record approved by RFMS for the
school. Schools are able to request an Electronic Statement of Account, which details the
status of their account.
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Advanced Funding

RFMS

4. School Requests .
ESOA Data and.
Gets Report Froin RFMS

2. GAPS Adjusts
Authorization

1. RFMS Sends Adjustment
to Authorization )

3. GAPS Sends ESOA Data
`4e

,/
5. School Seeds

Drawdown Reque'st
to GAPS ,

/ 6 GAPS Deposits/ / / Funds in School's/ Account/ ,/

GAPS

School

It should be noted that RFMS provides institutions and the Department with more accurate
accounting in the Federal Pell Grant program, and the increased speed of the new system
provides more timely information. However, in the funding process, there is one situation in
which .a transaction will be delayed.
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It should be noted that, as discussed in Unit 3, disbursement records for positive amounts must
be submitted to RFMS by the September 30th following the end of the award year. In 2001,
however, September 30th falls on a Sunday, in which case, positive disbursements are accepted
on the next business day. So, for award year 2000-2001, RFMS must receive all disbursement
records for positive disbursements by October 1, 2001.

SEPTEMBER
S

2 3
9 10
16 17
23 24
30

S

7
14
21
28

T

4 5
11 12
18 19
25 26

T W

2 3
9 10
16 17
23 24
30 31

T F S

1
6 7 8
13 14 15
20 21 22
27 28 29

T F S

4 5 6
11 12 13
18 19 20
25 26 27

Now, let's share our experiences related to the funding process in RFMS. What differences did
aid officers see in the process in 1999-2000? Is anyone in the audience participating in the
Just-In-Time pilot?

[Slide 4-8]
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Requesting Data
RFMS provides several tools to help schools manage their
Federal Pell Grant database. This Unit describes how schools can
request Multiple Reporting Records, Electronic Statements of
Account, and Year-to-Date records. It also explains how to create
data request records using EDExpress.

[Slide 5-1]
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Objectives
At the end of this lesson, you should be able to:

1. Identify the data available to help you manage your Pell Grant funds.

2. Create a data request using EDExpress.

3. Import and review year-to-date data.

4. Print the YTD Pell Processed Disbursement list.

5. Print an ESOA report.

6. Create a transfer record.

[Slide 5-2]
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Introduction
0Unit 5Requesting Data

The RFMS allows you to manipulate data so that you know the volume and number of Federal
Pell Grant awards that have been made on your campus, and the status of your Pell authoriza-
tion level. In addition, RFMS identifies any students who might be attempting to receive
Federal Pell Grant funds at more than one institution, and provide information that makes
resolving such problems easier.

There are several different data management tools available for your use in RFMS.

Multiple Reporting Records

Multiple Reporting Records are sent to schools automatically or on request. As discussed in
Unit 3, Disbursement, they are sent automatically after you send a disbursement record if:

Another school sent in a disbursement record preceded by an origination record for the
student enrollment date within 30 days of the enrollment date you reported for the
student, or

Another school has sent in a disbursement record for the student and the percentage of
Federal Pell Grant eligibility used is greater than 100%.

You can also ask the RFMS for information about any other schools that may have submitted
origination or disbursement records for your students.

Electronic Statement of Account
This statement is an electronic version of the Statement of Account and summarizes your
institution's Pell disbursement authorization in comparison to the amount your institution has
spent to date. You may request your school's most recent Statement of Account.

Year-to-Date Data

Schools can request data about all activity they have posted to the RFMS database up to the
current date. Each student has two records, a YTD origination record and a YTD disbursement
record, for each disbursement the Department has accepted.

[Slide 5-3, 5-4]
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GOUnit 5Requesting Data

Processing Data Requests
Schools create and transmit a file to request one of the three types of data we just discussed.
Multiple requests can be placed on the same data request file. For example, you could request
an MRR and Year-to-Date data at the same time on the same file. The message class for the
data request is PGRQ011N.

Data requests are either accepted by RFMS with the requested file returned to the institution,
or rejected with a data request acknowledgment returned to the institution. Data request
acknowledgments are only returned if a request is rejected by RFMS.

Data requests are rejected when the requesting institution submits incomplete data in the
request, or when the data requested couldn't be found on the RFMS database. The data request
acknowledgment includes codes that indicate the reject reason.

Schools have the option of phoning in a data request to the RFMS by calling Customer Service
at 1-800-4PGRANT.

[Slide 5-5]
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Multiple Reporting Record
0Unit 5Requesting Data

RFMS uses the Multiple Reporting Record (MRR) to automatically notify institutions report-
ing for the same student in two situations:

Concurrent enrollment

Potential Overaward Project

Schools may want to be proactive and find out whether other schools have submitted origina-
tion and disbursement records for their students. They may request such information from
RFMS. These requests are designed to provide schools with information to identify and resolve
both potential overawards and concurrent enrollments before they occur.

Schools can request records identifying institutions which have originated or disbursed for specific
Federal Pell Grant recipients, specific institutions, or for all students originated at their school.
Schools can make a request by using the RFMS web sitewww.pellgrantsonline.ed.govor by
transmitting a request file created by using EDExpress.

You can make six different MRR requests. A two-letter code on the record layout identifies the
type of request submitted:

OA: Originated students for all schools. RFMS provides information about all origina-
tion records it has received where the original SSN and name code match the accepted
origination records you submitted.

For example, you may want to make this request before submitting disbursement
records. You can prevent potential overpayments by finding out whether other schools
have submitted origination records for your students.

OS: Selected originated students. RFMS returns information about whether other
schools have submitted origination records for the students you specify. An accepted
origination record from your institution must be on file at RFMS for each record you
specify. For example, you might use this option for students who have transferred to
your school.

01: Originated students for selected institutions. RFMS returns information about all
students originated at the schools you specify. This option might be used to specify all
records from a school in your area from which many of your student's transfer.

DA: Disbursed students for all institutions. RFMS provides you information about all
disbursement records it has received where the original SSN and name code match the
disbursement records you've submitted.

DS: Selected disbursed students. RFMS returns information about whether other
schools have submitted disbursement records for the students you specify.

DI: Disbursed students for selected institutions. RFMS returns information about all
students who had disbursement records submitted on their behalf at the schools you
specify.

Note: Schools should use the disbursement codes to narrow the request results if they are
trying to avoid an overpayment situation.

[Slide 5-6]
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GUnit 5Requesting Data

Electronic Statement of Account (ESOA)

A new Electronic Statement of Account is generated by RFMS at the time of initial authoriza-
tion and every time that you send in disbursement records that exceed your initial authoriza-
tion. ESOA's will be sent thereafter when the disbursement records result in an adjustment to
your authorization, either up or down. This statement summarizes your institution's Federal
Pell Grant disbursement authorization.

Institutions requesting an ESOA receive the last Statement produced at the end of the last
accounting cycle for which the institution had transactions processed.

The ESOA includes both summary and detail data. The summary reports the current status of
your account, as well as the status of the account when the last Electronic Statement of
Account was delivered, and the total disbursements processed since the receipt of the last
statement. The detail data provides institutions with the batch numbers processed since the last
statement was received, as well as the corresponding funding amounts.

[Slide 5-7]

Year-to-Date Data

The RFMS allows you to request information about all activity posted to the RFMS for your
school up to the current date. The Year-to-Date (YTD) record replaces the Student Payment
Summary (SPS) and the Electronic Student Payment Summary (ESPS).

Schools request YTD records for two reasons:

To replace a corrupt database, or

To reconcile their records with the accepted data that RFMS has retained.

You request YTD records by using the RFMS web site (www.pellgrantsonline.ed.gov) or by
creating a data request record using EDExpress or other software. You can request:

All origination and disbursement records for your school, or

Specific student records

RFMS returns to you a file under the message class PGYROI OP. RFMS will not provide you
a paper copy of the YTD file.

Each YTD file from RFMS contains three parts:

The last accepted origination record for each student attending your school

Each accepted disbursement record for each accepted origination record

A summary of data sent to the school.

[Slide 5-8 through 5-10]
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Using EDExpress

Unit 5Requesting Data

Using the Export function of EDExpress, you can easily create a data
request file that contains one or all of the types of requests available:

Year-to-Date Used to update or rebuild your database and
identify discrepancies between your data and RFMS.

Electronic Statement of Account Provides summary and
detail information about fund requests and drawdowns.

Multiple Reporting Record Used to identify students who
have been reported in some way by another school.

Each of these reports can provide information to help you better
manage your student data. In this demonstration, we will create a data
request file to transmit to RFMS.
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GOUnit 5Requesting Data

Mark the Mulitple
Reporting Record box
to display the options.

Unmark the Multiple
Reporting Record box.

When you choose the Data Request option, all three data request
types are displayed. You use the checkbox next to each option to
indicate the type of request you want.

If you select Multiple Reporting Response, the type field will display,
and from the dropdown menu you select one of the valid values:

OA Originated Students for all institutions

OS Selected Originated Students

OI Originated Students for selected Institutions

DA Disbursed Students for all institutions

DS Selected Disbursed students

DI Disbursed Students for selected institutions.

For each type you select, you receive a report indicating which other
institutions have also reported your students for either origination or
disbursement.
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In this example, we will request two types of data: Statement of
Account, and Year-to-Date records.

GOUnit 5Requesting Data

(4144 Note: Ifyou want to request YTD data for specific records, use the

YTD Select Records button.
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GUnit 5Requesting Data

Click OK to close. A file has been created called CAIAMDATATGRQ011N.DAT that is
ready to transmit to RFMS. The Export Statistics box indicates that
both request types were included in the file.
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Importing Year-to-Date Data

Unit 5Requesting Data GO

After receiving the data request file, RFMS processes it and transmits
it back to you in separate files for each type of data you requested.
The files need to be imported into EDExpress and reviewed.

In this example, we will import the requested YTD data file.

t r tr

Lle Ertscus Dots Heip

CA ? k?

For Help, press PI

Gtoball 4P Elven' ri, Packaginii I * Direcapen fel I

Import TYPO:

Select File/Import from
the main menu.

Click on the Pell tab.

Select YTD Data as the
import type.

Origination Data - ISIRs

Data Request Acknowledgement
Multiple Reporting Record
Electronic Statement of Account

ID Date
411r ED oCi'nments - RFMS

FRepott
6" Printer

Fi I I

c Filer r Sabah

r Prow( keDuprIcates?r Inskrie 11knords Nev: ssr3.)

1 from NOWEttlit IOW

r import Packaggro Data?

$election Wadi

Reptatiro CamlArs: crririrr*
Attended Campus., 1011111 Lual

:Processed Date name

'NM; =1174
14,

OK

:PROGRAM FILMEDESUITENEDEXPRESS FOR WINDOWS V0scospres01 mdb !NUM
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0 Unit 5Requesting Data

Click the File button.

Select the PGYROIOP
file from the list
displayed.

Click Open.

The file type to select for Year-to-Date data is PGYROIOP.

tit f# ;t

fia &test DA% ifelp

0 Global I App Ewe= I III Packaging I *area Loan Aft* PELL 1

/TIN

Look jrE n] data

? X

,z1 LT tilt fic:ig

r Rename: 1p2r01opr
Rea grippe, I Import Files (' DAT) cancel

OK I

Tot Help, pleas Fl ,CAPAGGRAM FILEVIDESUITEIDEXPRESS FERWINDOWSVGNampritaill todb r

X
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GIUnit 5Requesting Data

EDExpress gives you three options when importing and printing YTD

records:

Compare and Print Exception?

Update

Print All?

Use the "Compare and Print Exception?" option to compare each
record in the YTD file to records in your database. The software
matches records by origination ID and compares the accepted award
and disbursement amounts. If either of these values is different, the
record is noted in the YTD comparison report.

t;?' /7p: Verify that you have imported all Pell origination and disburse-
ment acknowledgement records before running the comparefeature;
this will ensure the RFMS data in the YTD file is being compared
against your most current processing results. You should also delete
records for students not attending your school that have been created
but not submitted to RFMS. Otherwise, these records will be noted as
exceptions on the comparison report.

u
fit Botest 1601g it*

Dj8e1 X t

Click Screen to view
the edit report on the
screen.

x I

el Mabel I i,54:op Empress I * Orfaci Loan

fYT D Data

'Import From ,

1' '1 333.'s, ;301 3 :3:.Y.;

--Report Toc

A PELL I

r Pinter C Fie 6' Sawn

F Compare Ansi Pint Exception1

r Print AV

OK I

update hem

'caxet-1

Fot,11elp. pass Fl MpflOGRAM nimEDESUITENEDEXMESS FOR WINDOWA WV:aorta inclb r--:

x
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0 Unit 5Requesting Data

H

Eye ,eter-eft Dolt if elp

Use the Update option to update your database using the information
from the YTD file.

Choose "Selected" to update specific student records. You may want
to use this feature if, for instance, you have a duplicate rejected record
that needs to be set back to accepted status, or if you are missing an
acknowledgement file and wish to update specific records that were in
the missing batch.

Choose the "Rebuild All" to overwrite all the records in your database
that have matching origination IDs in the YTD file. You should only
use this option if you need to rebuild your entire EDExpress Pell
database.

lip: First use the "Compare and Print Exception?" option i f you
aren't sure whether you need to use the Update option. Review the
report to see whether differences exist and whether it is worthwhile
to run the Update option.

r iej z tt ?l

0 Global App Ex,e Packaoivi * Dred Loan AA FEU

Import Type

1mpott Farm

1YT D Data

REP* Tor

hr, 1 I

r Printer

r Compare And Port Exception?r All?

Ok I

UPdate

Selected
Rebuild All

x

two

Rot Help, pow Fl 4C PROGRAM FILESNEDESUITDEDEXPRESS FOR WINDOWS VSeictatO1 mdb
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0Unit 5Requesting Data

Use the Print All? option to get a listing of all the YTD records on file
in origination ID order.

In this example, we select the Print All? option.

tit tt
fie frocest /bolt Hai)
DID di X tt ?IVA

ito Global I iii t App Empat n I IP Packagiv I* Neat Loan A PELL I

YTD
Import TYPe.

linpad From :-

File... J IC

Report To;
Pnntor r Fie a Screen

r Compare And Pk Exception?

P'

Update,

Mark Print All? and
click OK. .

UK I , Cancel Hob

For Help. prem; itTROGFIAio flIkSs.EDESUITMDEXPRESS FOR WINDOcVS,V,Gieripres0,1 mdbr

X
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GOUnit 5Requesting Data

Click OK to continue. The Import Statistics window indicates the number of records that
were imported.

fie &UM Deolt 1160

esh?baltai Apo Express I Packages' 01 * Died Loan it Pail

YTD Data

Import complete
Total YTD Records Skipped 0
records from
C 1ram\data1pgyr01 op 003

Total YTD Records Read 15
Total Database Records Read 13

.L1

WO Data
Record 15d 15

11111111111111111111111111 1Cort

OK Canfsal Liab

Fet Hato, pews Fl
.0WROGRAM FILESEDESUITEtEDEXPRESS FOR WINDOWSVfttspttatil tildbi-r"'
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The first page of the Import Edit Report is displayed on the screen.
For each record, the report provides a comparison between the data
stored in EDExpress (your data) and the YTD information from
RFMS (YTD data). Also provided are the origination and the RFMS
status of each.

There are several possible reasons for a discrepancy. One is that the
award amount at the RFMS doesn't match the award amount in
EDExpress. This might happen if you made a change that has not
been received by RFMS. In the example here, the new origination
data for Paul Paulmer has not been received at RFMS.

Another reason for a discrepancy is that the RFMS has a record for a
student but the record does not exist in EDExpress. Either the record
has been deleted, or you may have lost data due to a system failure.

The first page of the
Import Edit report
provides a listing of the
origination records of
the YTD file and the
origination records in
EDExpress.

Click Close.

'12000 2001 EDExpiess loi Windows [C:1TEMF,',ViRTAE..1mp]

Print r.=1 IMO rioungi Zoomaot

Page 1.

RFort Date OD/01/3330 U S IMPART...ANT CF EOLOWICN R10E

Rport T rre 16 20 48 2000 -3:01 Fes_ FELL CIFFLIT FRIBA
YID Data

T-fl S 00CUvENT a:NrAIN6 SZNEITILE INFCRATiCN FFCTIECTED Ete 'FE FRI VICY Acr

GRIGI NATI CH B<EPTIOZ

Rport Ira Carpus Pe I I ID 011111 Narre SRA LNNEREI TY
terclad Carrp..s Pe I I ID 011111 Nare SRA LNI %EFEITY

SlLEENT NtikE AN1F0 CRIG R11.6

03GINNT1C14 ID /4643.NT SCAT SLAT

FOOSIVA4 13430H L slaR DATA $ 2, 230.00 A
92877k189FC2001011111C0 YTD DATA $ 2.2B3 00 A
$, 1H JANE sICLR DATA $ 3.303.00 R
7811111113A203101111100 YID DATA $ 3.300 .00 A
CDENNEIMER ORFNOD \CLR DATA $ 3,300.00 R
12133323133323:01 011111133 YID DATA $ 3,333.00 A
('NT CI NT NCIR DATA $ 3,3:0.03 R
£6884815803220:rioi 1 i i lc° YID DATA $ 3.300.00 A
I FLA4313 IRA PG ',OR DATA $ 3 330 CO R
3333703351 IR203101111100 YID DATA $ 3 330 .00 A
PAS FALL NCIR DATA $ 1,893 .00 R
c0127411133CR12:0101111100 YTD DATA $ 3.3=0.00 A

TD AL YID CRIGINATICN FMS
13174_ S3-1:30_ CRIGINAT104 FMS

8
a

-UAL YID .AN4F0 ABM $ 18 .760. CO
TZTAL S:H313_ /4WD AIIINT $ 17.100.00
73TIAL AVIRD AAMNT EKEFTICNE $ 18 760.03

MM

,,,,,,,,,

It\PROGRAKFILE§EDESUITEVDDSPRESSTOR WINDOWS: QttrgIbir' I
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0 Unit 5Requesting Data

Printing the YTD Pell Processed Disbursement List

Select File/Print from
the menu bar.

Click the Pell tab.

Select List-Processed
Disbursements Year-
to-Date.

Select Screen as the
report destination.

Click OK.

Review the report, and
click the Close button
on the tool bar.

A new report, the YTD Pell Processed Disbursement List, prints the
accepted disbursement amounts for all disbursement records that the
RFMS has processed. You can print all records on your database or
use the Selection Criteria to specify a group of records. The report
includes records with an RFMS status of A (accepted) or C
(corrected). It does not include rejected records.

Use this report in conjunction with the YTD request to reconcile your
records.

[Slide 5-11]

Rows Cate 00/01/2000 US CEPgRIMENI' CF ED-CAT ICN
Rtport Terre 013 13 43 2000-2301 FECERL FELL 0R$3Nr FPC017f4u1

Fell Prooessed Disbursements List - YTD
11-115 CCO-1111ENI- CIN174 INS 93NSITIVE INFCRuaTICN FRYTEC133 Etr 71-E PRIVACY' ALT

nr.rwwwwInnrInnmwwwwirenin.rww.v.nnmyrwr wwwwIrwwwwrornrovnwwwwwwwwrwlrwwwwwIr

CRIGINATICN PE LL ID
----- --

7811111119112001011111C0
G100023133CP200101111103
600727402,0200101111103
Cg9846590CR2001011111C0
899E03961 I R200101111100

Total Records Atte/I:ling CanDus:
Atteraing Carpus YTD Amount:

(laid Total of Reoords for (deport ing CaYpus:
arid Total for Report imp Carpus YfD Amount:

eso . co
$1.050.03
$1,125.00
$1 . 050. CO
$1,060.03

5
47.725.00

NitvioGnAbi FaSTOESuitENEDEXPRESS..FORWINDOWS V6kovreell.mdb
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0Unit 5Requesting Data

Electronic Statement of Account (ESOA) Report
This statement is an electronic version of the statement of account and summarizes an
institution's Pell disbursement authorization amount in comparison to the amount your institu-

tion has spent to date.

Reviewing the ESOA Report involves two steps. First, import the file from RFMS
(PGAS010P). Second, print the ESOA Report. Remember, an ESOA is generated by RFMS

each time an adjustment is made to your account. The report includes summary information

and the detail transactions that caused the adjustments.

[Slide 5-12]
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0 Unit 5Requesting Data

Importing the ESOA Report

Select File/Import from
the main menu.

Click the Pell tab.

Click the down arrow in
the Import Type field
and select Electronic
Statement of Account.

Click the File... button to
display a list of files.

Select the
PGASOI OP. DAT file
and click Open.

r 1#1 If t
Eitt Etarttlft I041 Ho)

121 Ail 4 t

e 6:041 Ago Esixoni paokagitoi* Ogeot Lon A PELL I

r6.6....8 .1 6.. 6m.

T xf.

Look ft
1

data

21) pgas1:11 OP dot

F161)81118: II:9541OP

F of lype !Import Files (8 DAT),

ppm

Lti cancel I

OK I Chertel

For Help, plass Fl CAPAOGRAM FILEVIDESUITVIDEXPRESS Ft)RWINDOWS VSvospretal mdb ICAP
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The Import Statistics box indicates that two records were updated. Click OK to import.

Click OK to continue.

x
Erie erg:zest loafs deft

01c3141 ?

Globoli fik APP Elms PatAtOginfl * D114041.044t A PELL

= lElectronrc Statement of Account

x

Records Added 2
Records Updated 0
Records Retected 0
Records Skipped 0
Total 2
File C 1iamWata \pgasOlOP dat
Changed to C \iam\data\pgas01BK dat

Electronic Statement of Account

flaxnd 4 of 4

monsinomminosoloyon 100%

OK

-S

OK I

For Help, press Fl ICAPROGRAM F1LESSEDESUlTPLDEXPRESS FOR WINDt3WS MexptesOlogib jCAR

Pell Training 2000 5-21

5



0 Unit 5Requesting Data

Printing an ESOA Report

Select File/Print from
the menu or click the
Print icon on the
toolbar.

Click the Pell tab, if not
already highlighted.

Click the down arrow in
the Report field and
select ESOA.

Each time you import an ESOA file into EDExpress, the summary
data is replaced; only the current information from the import file is
stored. The detail records are cumulative and are all kept in the
database.

The ESOA information you just imported can be viewed by printing
the report. You may elect to print the detail information with the
summary information.

.

fie Donets Dot* tteip

[81451 I'

0 Global I App Ewald fadcagind * Direct Loan

I Pelf Ongination Record

ListProcessed Disbursements Yeer4o-Date
gsoA
Let Batch Actuvay
Transfer Student List
SSN/Name Differences

SSN Fie

I I

NIP J

Options

SSW

Pont Etits/Comments?

No Disbursement inionnotton? r

1J

OK I Dkvel 1 11* I

For He PISS Fl _CAPRI:10RM FILES,siDESUITVEDEXPRESS FOR WINDOWS VONtaves01 Mdb :NUM

x
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GIUnit 5Requesting Data

If you have data for more than one Reporting Institution in your
system, use the single option to select a specific school, or multiple to
print data for all.

Alf 11 I .,

E Es /ode lido
EI-118161

Click Screen as the
output destination.

Click the Print Detailed
ESOA? checkbox to
print the detail records.

Click OK to print.

11) 610441 la APPENPgai410Packagingliir Direct lean A Pelt

Flit
I ESOA

® Report File Deztreation

r Printer

rtJn
I 1

5 N Fie

I I

6- soot
-94 mumpis

t Smart

RePatihe Cornpvc 011111

EiWelegaltal rq

es

'ttc t<JTe Lithe lu OK Cancel

For Hefp. peso fl iC1PROGRAM ,F1LEStiEDEStiat%E.DEXPRESS FOf W1NDO1ir$ V6expres01.rodbr NUM
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Prez, T'.ge, I

GOUnit 5Requesting Data

Click Next Page to view
the detail report.

The first page is the summary report. Totals for the adjustments
are provided.

Year-to-Date recipients and disbursements are also provided.

.ZociaMit I: two I

Report Cote 03/33/210 U S CEFARIMENT CF ECUD4T104
Fledort Tire 15 00 23 CF ICE CF SLIT FININ3A- A3E4WtsCE FR:IERIA3

103-2031 AVE° \430R
FIEDERaL PELL GRIT FFEEIR%/1

ELIECIFEN IC STA3S/ENTCF ACCOTNT

F81_ I NET11UTIO4 NB/B2
I N3TI iun CN NP..E
SATE
cEpt.nEE N.MEBR
COPS ANFID KNBER

AccoLnti np Sonecti le
Aocont rg Ebl-edu le Date

011111
EFA LNNERS I TY

N1/4411,

133100271
F0532 200037153

CO:01
05/28/2003

A Pre/Jo.. Fel I Grant Cb I [Gat ion 50.1
COrrent Pei I Grant Cbl I oat len $1 527.953 .03
Adjustrrert (Inoresse or Ceorease -) $1.537.8E0.03*

B. Previous Fel I Grant Payne-it $0.03
Ceerent Pal I Grant Payrent $0.00
AdJuotrert ( I ncnwee + or Decree's -) $0.00

OFS Dramdonre/Feyrents $3.03
Clete of Last Pot ivity in (303 05/2513333

YID Total Lt-cLp I I oated Rao I plents 0
YID Fel I Accepted DI abursarent AeoLnt $0.07
YID GaFS Posted Di sburserrent Arrant $0.03
YID Adrinistratitie Cost Al I askance $0.03

As of Batch ID 141033010031020000M52:0103

EIECTICN A \PLIES AFFUCaELE OLY RR ADONZED F1JZED ACCONTS.
SECTICN a \ARLES AFFUCa13_E CN.Y Fad Jusr IN TINE AND FBMELFEELENT ACCCINTS.

R .24**Olt
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Each detail record that caused an adjustment is listed.

Prev Page" jw Pap Zoo ' &ars OA acne

0Unit 5Requesting Data

Click Close when you
are finished viewing the
report.

Click Print for a hard
copy of the report.

Pell Training 2000
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0 Unit 5Requesting Data

Importing the Automatic Multiple Reporting Record
[Slide 5-13]

Select File/Import from
the main menu.

Click the Pell tab if it is
not already selected.,

Select Multiple
Reporting Record as
the Import Type.

In this demonstration, we will import an MRR file received as mes-
sage class PGMR01013. There are two reasons why you receive a
Multiple Reporting Record (MRR) generated by RFMS:

Potential Concurrent Enrollmentwhen the same student is
reported as attending different campuses but the enrollment
dates are within 30 days of each other.

Potential Overaward Paymentwhen some or all of the
disbursement reported cannot be accepted because the student
has received 100% of the scheduled Pell Grant at other institu-
tions. Both "Blocked" and "Blocker" institutions receive an
MRR with status information.

(4444 Note: For all MRR imports, you receive an edit report. For POP
blocked, if the MRR contains information on potential overawards,
EDExpress will create a transfer data record for the affected student,
or, update the existing transfer record.

Ele erOMS Iads helP

6" ail 4; ? It?

Fat Help, press Fl

t,t

el Global App Ewen 1,11 Packaging I * Dited Loan Atie PEU.

Itrport Type'

Import From

'Multiple Reporting Record

"Data Request Acknowledgement

Electronic Statement of Account
[YID Data

ED Comments RFMS

Repot Ta

1

fr Printer r Fie r sate.

x

Cava 1 lido

Te1PRt1all44 FILEVEDESUITVIDEXPRESS FOR WINDOWS Vblexpibial.mdb
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fie Nam Not Hob
nielal t )t?

GoUnit 5Requesting Data

GPI 6! Aotanotoo I PSI * Dtteti Loan A FM

111

Leek Ili I :LI data

pqrmill op dal

Fieneree: 1pgmr01 op dat

Fikestf bps: 'Import Files (' DAT) CenCel I

Click the File button in
the Import From section
to locate the file.

Select the file
PGMROIOP.DAT and
click Open.

Click Screen to send
the output to the
screen.

Click OK to continue.

OK I ( Hop' 1

Fa Help, press Fl ICAPROGRAM fltESSEDUUITEEDETRESS FOR WINDOWS V6Verwes1:11,
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0 Unit 5Requesting Data

Click OK to continue. The Batch Statistics box indicates that three records were imported: a
header record, a trailer record, and the MRR.

53 ?mess De It Help

For Help, press Fl

eltixil I lit Atc Eves* I 111 Packs girig I * D e« Loan A PELL I

!Whole Reoortna Record

x

Import complete
Processed 3 records from
C 1remclata1pgmr01 op det bd

Header Records 1
Trader Records 1
Slopped Records 0

Multiple Reporting Response

Record 3 of 3

Enumumonnomononn lart

OK I Ctincol I II*

CAPFIOGRAM FILESEOESUITEVOEXPRESS FOR WINDOWS Mexpres01 mdbr--'!

OK I
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GOUnit 5Requesting Data

The Import Edit Report is displayed. It includes the Student's ID,
disbursed amounts, and the school to contact to resolve the problem.

Notice that the student's name is not on the MRR record. RFMS
doesn't store the student's name. It only keeps track of the student's
original SSN and name code.

In this example, since this student has received a Federal Pell Grant at
another school, a transfer record was automatically created and stored
on the EDExpress database.

Transfer records are only used internally by the school. They keep
track of other schools that have submitted records for the student.

Click Close when you
are finished viewing the
report.

2
,,

ut
,:nr , 14

PO -

Niene '41 oart.. Zoom jn ZOO1111:1,4t Qote
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Page
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Total Trarsfer Razords Created: 1

,,,,,,,,,,,,,,

ICWROGRAM fli-PMPAPIINPMFIFALEPRWINPPWA Y6*.ofts01 PlebFero i

Pell Training 2000

1 3
5-29



GOUnit 5Requesting Data

Automatic Transfer Records
[Slide 5-14]

Click the open file icon.

Enter 999623133 as
the SSN.

Click OK.

Click the Pell Grant tab.

111 11 I

fie Bores* ,Becord y'sew kle*

Transfer records are created automatically when importing Multiple
Reporting Records. Transfer records are important because they can
help to identify potential overawards for students who transfer
between schools.

The MRR edit report we just imported indicates that there was an
automatic transfer record created. The student currently has two
records. In this example, the transfer record that was created
automatically is the record displayed.

e5112161 * 14 4 1.1011-1.!.J
Otioinal SSN: 999823133
(Moral Name Coda OP

Total Payment Cerro t
Scheduledivowd $3300

Total of OisbursernentAmounts. $3300.00

Reporting Cempus10:

Attended Campus ICt:

Ttawaction Number

EFC:

Secondary EFC:

Secondary EFC Code

Cast of Atter rBence:

Academic Calendar:

Payment Methodokgr

Enrollment Stab=

Weeks of Instructional Time
Used to Celariale Payment:

Weeks of Instuctional Time
rn Program's. Madan* Year

l' II II '1.11 l es ir

nonehon Infonnetion
E1stausbon11:1:.

Origination Status:

tbionation Processed Date:

RFMS Status:

Belch lO

9996231330F200100248801)

Transfer

oansmoo

Blood
1#4200100243520001001071135

Cretitstlock Hours Expected to
Complete This School Year:

Cretairlock Hours in
team's Academic Year

Origination Award Amount fm
Entire School Year

Numbs of Payment Periods
in Students schoolyeat

VerificeSon Status Code:

Low T teflon t Fees Code-

Entollreeot Data

thcartteiated?

intatubonal Croseleference:

Record SOIN4IK

Record: I of 2

Estimated thsbursemen/F

to Date

2

3

8
7

8

1()

11

12

13

14

is

Demo FAFSA SAR/...1,Zwez Notes User Data lo..ar4s....Lo.2ra..1 Awards pe4C,rerd

FotHelp,. press Fl IONPROGRAM RLESAEDESUITENEDEXPRESS FORWINDOWSIVStexprestri Indh 'CAP
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fie Efooest &cocci yiew Help

t j + 14 4 11101 41.1

COQ ovi SSN:

Original Nerve Cod!

Total Poyment Cal

SeheckledAwack

Total of Dishurxerar

Revolting Campus

Alterided Carroust

TtenseclionNumbt

EFC

Secondary EFC:

Secondary EFC Co

Cost of Attendance

Modem Celendal

Payment Methodolt

Enrolment Stator

Weeks of Instrixtic
Used to Calculate/

Weeks of Instaxiic
at Progrem's Acade

I I . I .

IA

GOUnit 5Requesting Data

To view all of the
student's records, click
the ellipsis button found
on the tool bar at the
top of the screen.

Click OK

of k

X

Origthetion ID I Original 0011- Pei
1 9996231 330P2001 00249800 999-62-3133

9996231 330P200101111100

W 4 Record E, 2 I*1,11 41

Itate0 ID

#M2001 00249520901 0010711 35

,ok I came' I

01.

.....".........:..s.,

Demo FAFSA SAR/ISIR Ver Wks ISIR Ryw Does Notes User Dale Loans Disburse Awards Pet Stant,

CAPROGRAM FILEMEDESIKMEDEXPRESS FOR WINCOWS Weepriserti mdb pp-, 1 1Fot Hetp, plessf I
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GOUnit 5Requesting Data

III II D

Fie Process &tad view it*

This RFMS status field on this record indicates that the student is
"blocked" and payment cannot be made until the situation is
researched with the other institution.

e5 I 'Altai + 114 1

Original SSN.

Original Name Code-

Total Payment Ceing

Scheduled Awed

To of Disbursement Amounts:

Reposing Campus iD

Attended Census ID.

999823133 <

OP

Transaction Number

EFC,

Secondary EFC

Secondary EFC Code

Cost of Attendance.,

Academic Calendar

Payment Methodology:

Enrollment Status-,

Weeks of Instructional Time
Used to Calculate Payment:

Weeks of Instructional Time
in Rowan's Academe Year

Demo

$3300

$3300.00

002498

l' 11 11 '111 II 1

rIBitlatton Information

Origination 9998231330P2001 00249000

Osionabon Status Transfer

Origrotron PrecesserlDatra 08/25/2000

RFMS Stalls

Batch ID:

Blocked

*4200100249 1001071135

lest Updated
User: SYSAOMIN

Date 08/30/2000

Time 152150

Record SWOT

Record. 1 of 2

Estimated Disbursementr

# Date1:5-0 Credit/Clock Hours Expected to
Complete This School Yarn

Credit/Clock Hours in
Program's Academic Year

Origination Award Armed for
Entire Sthdli Year

Number of Payment Periods
to Student's school year

Verification Status Code:

Low Talon & Fees Code.

Enrolment Da*

Incarcerated?

FT-771:g
1

r-3
I 2r :r.=-2-67:1ED

Ins tonal Dowse/emote.

2
3

4
S

8

7
8.

9

10

12

13

14
15

FAFSA SAR/ISIR Ver Wks ISIR112w......),Docs Notes IUser Date Loans Disburse ) Awards peg Grant

ICAPROGRANI FILEMEDESUITE4EDEXPRESS FOR WINDOWS VSexprettOtiodb I t.APFor Help, press Fl
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Transfer Student List Report

GOUnit 5Requesting Data

The Transfer Student List Report contains students who have
transferred to your institution from other schools. You can use this
report to monitor possible overaward situations. The report is sorted
by the Reporting Campus, and all students with an MRR transfer
record are listed.

Select File/Print from
the main menu.

Click on the Pell tab.

In the Report field
select Transfer
Student List from the
drop-down menu.

Click Screen to send
the output to the
screen.

Click OK.

III II I

;*`,P444f, Pr.ti-rfal Li Rfg6 :441110i I

4

Report Date 08/31/2000 U S DEPARTMENT OF EDUCATION

Report Tine. 10.33.22 2000-2001 FEDERAL PELL GRANT PROGRAM
Transfer Student List

THIS DOCUMENT CONTAINS SENSITIVE INFORMATION PROTECTED BY THE PRIVACY ACT
******************************* ****** *******************************************

PAGE. 1

STUDENT NAME TRANS # EFC ACCEPTED ENROLL RFHS

ORIGINATION ID DISH ANT DATE STATUS

OPENHEIMER, ORLANDO 01 0 $3,300 09/01/2000 PR

9996231330P200100249800

Total Records: 1

BEST COPY AVAILABLE

Page , C:TBOBRAMFILEMEDESAT W-DEXPRESS,FOB WINDOWS VfiSagoteseLmdb
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0 Unit 5Requesting Data

Unit 5 Exercise [Slide 5-15]

True or False

The ESOA summarizes your institution's Pell disbursement authorization in
comparison to the amount your institution has spent to date.

Instructions

Schools can use the Export function of EDExpress to create a data request file.

RFMS stores the student's name and prints it on the MRR record.

Transfer records are created manually and stored on the EDExpress database.

A "blocked" institution can pay a student the full amount reported on the disburse-
ment record.

Answer the following questions:

1. List the two steps involved in reviewing the ESOA Report:

2. RFMS uses the MRR to automatically notify institutions reporting for the same student in
what two situations?

3. Can a request for MRR data be made manually?

5 -34 Pell Training 2000
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Unit 5 Exercise, continued

4. The ESOA includes both

0Unit 5Requesting Data

5. What is the message class for Multiple Reporting Records?

data.

6. What are the three types of requests available in a Data Request that the school initiates?

Pell Training 2000
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ws`4N, dfr/

Apply What
You Learned

In this unit you will apply some of the concepts you have
learned today.

[Slide 6-1]
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la Unit 6Apply What You Learned

Scenario
When you arrive at work you find an email from your boss asking you to:

Import ISIRs just received from the network (you had been expecting to do this anyway
since this is part of your daily routine)

Expedite the processing of a new student - Brendan Barley - who has just recently
submitted his FAFSA.

Meet with her at the end of the day to answer several questions.

Instructions
Complete the activities listed below, and then answer your boss' questions.

1. Import ISIRs received from the CPS (use SARA010P.001).

2. Import all ISIRs in App Express into the Pell module that have a Pell eligible EFC (from 0
through 3100).

3. Create an origination record for Brendan Barley. Change his enrollment start date to 1/12/
2001 and provide an award for the full year of $2,250.

4. Create an export file for the origination records.

5. Import his acknowledgement record (use PGOAO1OP.001).

6. Make an MRR request for Brendan Barley's disbursement records only.

7. Import the MRR (PGMR010P.001).

8. Run reports to answer your boss' questions.

6-2 201 Pell Training 2000



Your Boss' Questions

How many ISIR records did you import into App Express?

How many records did you import into the Pell module?

Was Brendan Barley selected for verificztion?

Have any other schools reported making payments to Brendan? If so, which one(s)?

Can you go ahead and disburse $1,125 to Brendan for the spring term?

How many students on your organization database have a C code on their ISIR?

What is the total amount of disbursements that RF.MS has accepted so far?

Pell Training 2000
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 c
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 c
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 c
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 s
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 C
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II

A
Academic Calendar

Acceptable values are:

1 Credit hour (nonstandard terms)Your institution uses nonstandard terms and
measures academic progress by credit hours.

2 QuarterYour institution uses standard quarters and measures academic progress by
credit hours.

3 SemesterYour institution uses standard semesters and measures academic progress
by credit hours.

4 TrimesterYour institution uses standard trimesters and measures academic progress
by credit hours.

5 Clock hourYour institution measures academic progress by clock hours.

6 Credit hour without termsYour institution does notuse terms but does measure
academic progress by credit hours.

Academic Year

A measure of academic work to be accomplished by a student. A school defines its own
academic year. However, federal statute and regulations set minimum standards to determine
federal financial aid awards. For instance, the academic year must be at least 30 weeks of
instructional time in which a full -time student is expected to complete at least 24 semester or
trimester credit hours, 36 quarter credit hours, or 900 clock hours.

Acknowledgement Record

A file received in your SAIG mailbox from RFMS to indicate the status of batches that were
transmitted to them from your institution.

Adjustment Sign

Indicates whether the net accepted change on the processed payment record is an increase (+)
or a decrease (-). Zero change is also represented by a + (plus) sign.

Amount Disallowed Due to Errors/Assumptions

The portion of the student's Total Payment Ceiling you reported that the Federal Pell Grant
processing edits disallowed. Zero (0) indicates no disallowance applies.
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Amount of Net Accepted Change

Net change to the student's Total Payment Ceiling accepted by the Federal Pell Grant

processing edits.

Annual Award

Full-time Same as Scheduled Federal Pell Grant

Half-time From 1/2 time Disbursement Schedule for this student's EFC and COA

Three-quarter-time From 3/4-time Disbursement Schedule for this student's EFC and COA

Other Same as Scheduled Federal Pell Grant

Less than half-time From less than 1/2 time Disbursement Schedule for this student's EFC
and COA

Warning: Additional edits used in Federal Pell Grant processing disallow Total Payment
Ceilings that exceed 100% of the full award, if other schools have reported payments.

Application and Pell Processing Systems Division

This organization manages the systems for the Federal Pell Grant Program.

ASCII

The acronym for the American National Standard Code' for Information Interchange. This is

one of the standard formats for representing characters and text files. This format is useful
when importing files between programs.

Attended Campus

For independent campuses, this is the same as your Reporting Campus. For central
administrative campuses and offices reporting for branch campuses with a unique Pell
institution number, this is the campus the student actually attends.

Authorization to Submit Data

Authorization to submit Pell data to the Federal Pell Grant Program. This applies to all data
you report to the Federal Pell Grant Program. It makes an administrator officially responsible
for the accuracy and completeness of the submitted data.

Award Year

The award year begins on July 1 of one year and extends to June 30 of the next year. Funding
for Federal Pell Grants and campus-based programs is provided on the basis of the award year.

For example, a student is paid from funds designated for a particular award year, such as the
2000-2001 award year. The award year may be different than the institution's school year.
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B
Backup

You should always make backup copies of your data. Copy database files to floppy diskettes
or other magnetic medium for record keeping or recovery purposes.

Batch

A group of records gathered in one file for processing.

Batch ID

This number is generated by EDExpress when an institution batches a group of records. The
batch ID is unique to that batch and its format is specified.

Batch Summary Report

The Batch Summary Report provides an overview of processing results and details the number
of records that have rejects, corrections, and accepted for the disbursement batch. The report
also tallies the frequency of each edit/comment code.

C

Certification

The initial step an institution takes to become a participant in the Pell Grant Automated Data
Exchange. The school must call Title IV WAN Customer Service to begin the certification
process for Electronic Data Exchange.

This certification does not give you authorization to submit Pell data to the Federal Pell Grant
Program; your institution must give you this authorization.

COA

Cost of Attendance. COA is determined by the school, within the guidelines established by
federal statute. COA is compared to a student's EFC to determine the student's need for aid. A
student's COA includes tuition and fees, room and board expenses while attending school, and
allowances for books and supplies, transportation, loan fees (if applicable), dependent care
costs, costs related to a disability, and other miscellaneous expenses. In addition, reasonable
costs for a study-abroad program and costs associated with a student's employmentas part of
a cooperative education program, and the cost for purchase or rental of a computer may be
included.

For more information about the components used to calculate a student's Pell COA, see
Chapter 4 of the 2000-2001 Federal Student Financial Aid Handbook.
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Central Processing System, ED's processing facility for application data. The CPS receives
student information from the application processors, calculates a student's official EFC,
performs several eligibility database matches, prints the SAR, and produces ISIRs.

Current SSN

SSN, as reported by the student to the CPS as of this transaction number. If the student has

changed the SSN through the CPS, the original SSN in the student ID will not match the

current SSN.

D

Disbursement List Report

This report prints a list of disbursement records based on the criteria you specify in the
Print dialog box. If no criteria are specified, then all disbursement records in Pell print

on this report.

Disbursement Schedules

A spreadsheet schedule defining the student's scheduled Federal Pell Grant Payment amount as

a result of COA and EFC.

DRN

The four-digit Data Release Number printed on the student's paper SAR. If the student did not

list your institution on the paper FAFSA application, you may use the DRN to add your
institution to the ISIR after receiving the student's permission to receive the ISIR data. This

was formerly called a PIN.

DUNS Number

Data Universal Numbering Scheme. This number is assigned to the organization responsible

for drawing funds for the reporting institution.

ED

E

Abbreviation for the U.S. Department of Education.

EDCAPS

Education Central Automated Processing System, ED's new centralized financial management

system.
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EDE

Electronic Data Exchange. EDE allows participating destination points to exchange Federal
Student Aid application data and Federal Pell Grant payment data electronically with the
RFMS.

EDExpress

Software package used to enter, manage, and report Title IV student financial aid applications
and federal Direct Loans.

Edit/Comments by Student Report

This report details the edits and comments applied by the Federal Pell Grant Program for a
single student (Single) or a group of students (Multiple) processed Pell Paymentdata. Only
corrected or rejected records will have edits/comments.

Electronic Data Request

Electronic transmission request to the RFMS for processed Pell Payment data, YTD Data, or
Statement of Account and Multiple Reporting Record data.

ESOA Report

The ESOA (Electronic Statement of Account) report details your institution's Pell grant
spending authorization and the amount expended (the total amount submitted on Pell recipient
records) to date.

Eligible Applicant File

A file used by ED's database .that lists all the Pell-eligible ISIR/SAR transactions. If a record
is rejected/not retained (for instance, if the Original SSN is invalid), it is not found in the
original applicant file.

Enrollment Date

This is the date classes begin for the student's program in the 1998-99 school year. The date
cannot be less than 07/2000 (July 2000) unless the student's program overlaps two Federal
Pell Grant award years, as with summer school students.

If the student is expected to complete a payment period to be paid from the 2000-2001 award
year but which overlaps another award year, this date is the first month of classes that will be
paid from the 2000-2001 award year. See Reported Date Enrolled.
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Enrollment Status

Used only for payment methodologies 1, 2, 3, and 5.

Input values are:

1 Full time

2 Three-quarter time

3 Half time

4 Less than half time

5 Other

or blank

ESOA

Abbreviation for an Electronic Statement of Account.

ED produces an ESOA whenever the Federal Pell Grant Program adjusts your current Federal
Pell Grant authorization. The processing of a batch does not necessarily result in a change to
an institution's current Federal Pell Grant authorization. Therefore, you will not necessarily
have an ESOA every time you have a batch processed.

ESOA Import Report

Details the record layout for the ESOA import.

Estimated Disbursement Date

The date an institution expects to make a disbursement to a student.

Export
The EDExpress export function creates a batch of data records that are ready to be sent to the
Federal Pell Grant Program. The FAA must export the batch via EDcormect within the Title
IV WAN software.

FAA

F

Abbreviation for the financial aid administrator. The FAA is officially responsible for the
accuracy and completeness of all data awards submitted to the Federal Pell Grant Program.

FAA Fax Number

This is the fax number, including area code, of the financial aid office for this campus.
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FAA Name

Financial aid administrator name. This is the name of the administrator officially responsible
for the accuracy and completeness of all data submitted to the Federal Pell Grant Program.

FAA Telephone Number

This is the phone number, including area code, of the financial aid administrator officially
responsible for the accuracy and completeness of all data submitted to the Federal Pell Grant
Program.

FAFSA

FAT

Free Application for Federal Student Aid. The application filled out and filed by a student that
collects household and financial information used by the Federal Government to calculate the
EFC.

The types of FAFSA include:

On the Web

EDExpress

Electronic applications

Paper FAFSA

Renewal FAFSA on the Web

Abbreviation for Financial Aid Transcript.

Federal Pell Grant Payment Schedule

Schedule of Federal Pell Grant awards for full-time students attending a full year. The
schedule is based on EFC and COA. See also Disbursement Schedules.

Federal Pell Grant Program Hotline

1-800/4-P-GRANT (1-800/474-7268) or e-mail: #pell_systems@ed.gov

Call the Federal Pell Grant Program Hotline for help with:

Individual record rejects

Reject batches

Batch status

Electronic Statement of Account

For users who do not have an e-mail account setup on the same computer as EDExpress, the e-
mail address for the Pell Systems is #pell_systems@al.gov.

343
B-8 Pell Training 2000



Federal Pell Grant Program Institutional Access System

1-800/4-P-GRANT (1-800/474-7268)

Call the Federal Pell Grant Program Institutional Access System for help with:

Financial information

Batch processing status

Document requests

Messages

Customer support

See the Pell Payment Desk Reference for more information.

Federal Student Aid Hotline

1-800/4-FED-AID or 1-800/433-3243

Call the Federal Student Aid Hotline for help with:

Student Financial Aid Program questions

NSLDS Borrower Tracking Questions

Distribution of Selected Publications

Representatives are available to assist you 7 a.m.-7 p.m. CT, Monday through Friday,
excluding holidays.

Federal Student Aid Information Center

1-319/337-5665

Call the Federal Student Aid Information Center for help with:

Application status

Address and School Changes (student only)

Duplicate Student Aid Reports

Representatives are available to assist you 7 a.m.-7 p.m. CT, Monday through Friday,
excluding holidays.

Financial Control

A code indicating the source of financial control for your institution. Use the code that best
describes your institution:

1 Public

2 Private, nonprofit

3 Proprietary
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G

GAPS Award

Grants Administration and Payment System Award. A program within EDCAPS that supports
Title IV award and payment administration. GAPS houses the complete grant cycle. Under
GAPS schools can request funds through each Student Financial Aid program using the
program and fiscal year designation that ED has assigned to the authorized funds.

GED

General Education Development certificate. Students receive a GED if they have passed a
high school equivalency test.

H

Hours/Credits in Program Academic Year

This is the total number of clock hours or credit hours in the academic year definition for the
program of study in which the student is enrolled. Provide this information if the school
measures academic progress by clock hours or credit hours, but does not have terms.

I

Import

The Import function pulls files into the EDExpress database, from batches transmitted by the
Federal Pell Grant Program (RFMS) to your institution mailbox.

Incarcerated

Students incarcerated in federal or state penal institutions are not eligible to receive Federal
Pell Grants. This includes penal institutions of jurisdictions, such as the District of Columbia,
defined as a state in the HEA.

Institution Type

A code describing the length of the majority of programs at the institution. Use the code that
best describes your institution. This number can range from one to six.

1 Less than one year

2 One year but less than two years

3 Two years but less than three years

4 Three years but less than four years

5 Four years (baccalaureate degree only)

6 Five years or more

Institutions that cannot be described by one of these codes should leave this field blank.
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Institutional Cross-Reference

This can be any cross-reference information useful to identify student records internally at
your campus.

Institutional Disbursement Option

ISIR

LAN

LOA

New for 2000-2001- Cash Monitoring Level 2/Reimbursement is a new Institutional Disburse-
ment option on the Pell Institution setup screen. This option, option 3, is used by Cash Moni-
toring Level 2 schools and schools who are on reimbursement and prompts an edit requiring
these schools to complete special disbursement records that are then reviewed by the regional
case management oversight and reimbursement analysts.

Advanced, Just-in-Time Funding, and Cash Monitoring Level 2/Reimbursements methods are
the three options available for disbursing funds in Pell.

Option Funding Method

1 Advanced Funding

2 Just In Time

3 Cash Monitoring Level 2/Reimbursements

Institutional Student Information Record. A federal output record that contains the student's
EFC as calculated by the CPS and all the financial and other data submitted by the student on
the FAF SA.

The ISIR can be received electronically by schools that participate in the EDE system, if the
student has authorized the institution to receive the data.

An EFC does not necessarily indicate the student is eligible to participate in the Federal Pell
Grant Program. The Federal Pell Grant Program serves undergraduate students only. If the
student's application indicates the student has a bachelor's degree or is enrolled in a graduate/
professional program, the student is ineligible for a Pell award.

L

Abbreviation for a Local Area Network. Method of connecting several PCs and allowing them
to share software, files, and devices such as printers.

Abbreviation for a Letter of Application. This is the agreement schools must sign to
participate electronically in EDE.
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List - Batch Activity Report

This report prints an activity log of all batches created in the Pell module.

List - Processed Disbursements Year-to-Date Report

This report prints a listing of the totals for all accepted or corrected disbursement records in
the database. Dollars and cents print for all amounts on this report.

M

Message Classes

<all> Grant Header Records

<all> Grant Trailer Records

PGRAO 1 OP Data Request Acknowledgement

PGRQ 0 1IN Data Request Record

PGDAO 10P Disbursement Acknowledgement Records

PGDRO1IN Disbursement Records

PGTXO 1 OP ED Comments in ASCII Text Format

PGLTO 10P ED Letters in PDF Format

PGE00 10P External Origination Add Records

PGEDO 1 OP External Disbursement Add Records

PGIAO 10P Institution Data Acknowledgement

PGIDO 1 IN Institution Data Record

PGMRO 10P Multiple Reporting Record

PGOAO 1 OP Origination Acknowledgement Records

PGORO 1IN Origination Records

PGSDO1OP Special Disbursement Acknowledgement Record

PGSPO 1 IN Special Disbursement Record

PGASOIOP Statement of Account Records

PGYRO 1 OP Year to Date Records
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Multiple Reporting Record

The RFMS responds to data requests for multiple reporting information with a file that
acknowledges other institutions that have reported origination and/or disbursement data for
their students.

Six options are available for requesting multiple reporting information:

OA Originated students for all institutions

OS Selected originated students

OI Originated students for selected institutions

DA Disbursed students for all

DS Selected disbursed students

DI Disbursed students for selected institutions

For all MRR imports, you receive an edit report.

N

Name Code

The name code is the original first two characters of the student's last name as processed by
the Application Processing System. For example, for the student "O'Boy, Virginia E.," the
first two characters are "O'"and are the first two characters in the name code.

Number of Payment Periods

If you enter 6 (Other) in the Payment Frequency field, you must report the number of
payments you make to your Federal Pell Grant recipients in a school year.

O

Original SSN

The Original SSN is the first Social Security number (SSN) reported by the student as it was
first processed through the Application Processing System for this award year. This is the
number that must be entered when creating a new Pell Payment data record.

If the student or the Application Processing System made an error in this number, and the
student files a Part 2 SAR correction, the student's Current SSN changes, but the Original
SSN remains the same.

If the student makes an error and shares an Original SSN with another student also seeking a
Pell Grant award, the error must be corrected via a Correction Application.

For more information see Origination ID.
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Origination ID

Each payment record has a unique origination ID that Pell assigns when you create the record.
The ID is 23 characters long and is composed of:

Student's original SSN as it was processed in the CPS

Name code (first two characters of the last name as they appear on the first 2000-2001
FAFSA from the applicant) as it was processed in the CPS

Award year

Attended Campus Pell ID

Origination Sequence Number assigned by the EDExpress software

Origination Record

The Origination Record is used to report to RFMS that the school intends to make a Pell Grant
payment to a particular student.

Origination List Report

This report prints a list of origination records based on the criteria you specify in the Print
dialog box. If no criteria are specified, then all records in Pell print on this report.

Origination Status

This box indicates the current status of the origination record. Valid entries include:

A Accepted

B Batched

E Error

N Not Ready

R Ready

T Transfer

Packaging

An EDExpress component that allows you to create award packages, maintain established
fund balances, create award letters, and create data to use in FISAP reporting. You can create
Pell Origination records by importing from the Packaging module.

Program Participation Agreement

Also called a PPA. The PPA is a form used to indicate the type of EDE service for which a
destination point wants to participate. Only schools new to EDE or schools wanting to change
their EDE services need to complete this form.
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Payment Methodology

Method of calculation used to determine a student's award, established in the final Federal Pell
Grant Program regulations published November 1, 1994.

Pell

The five methods are:

1 Standard-term, credit-hour program where weeks in program's academic year is greater
than 30 weeks

2 Standard-term, credit hour program in which the weeks in program's academic year is
less than 30 weeks

3 Any term-based, credit hour program

4 Clock-hour programs and credit hour programs without terms

5 Programs offered by correspondence

See Chapter 4 of The Federal Student Financial Aid Handbook for more information.

The EDExpress Pell module is used to report student data to the Pell Grant Recipient and
Financial Management System (RFMS). RFMS is a Title IV automated system that supports
the operational mission of the Federal Pell Grant Program managed by the Application and
Pell Processing Systems Division (APPSD) and the Student Aid Origination Team (SAOT).
Serving the recipients of grants from the Pell Grant Program, RFMS contains data on Pell
Grant recipients and manages the disbursement and accounting of Pell Grant funds to
institutions. RFMS collects both Pell origination and Pell disbursement records for students
who are Pell eligible.

Pell Origination Record Report

This report will print any record in Pell. You may opt to print out edits/comments and/or
disbursement information by clicking the appropriate option in the Print dialog box.

Pell Processing Date

Date that the payment record was processed through the RFMS.

Process Date for Application Transaction

Date that the student applicant transaction (with a specific transaction number) was processed
by the CPS.

Processed Edits/Comment Codes

These codes correspond to unique messages created in RFMS when student payment data
reported by the institution is found to be in error or inconsistent with related data.
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Processing Cycle

Corresponds to a specific award year and refers to the time period during which the Federal
Pell Grant Program accepts data. In the 2000-2001 Pell Grant award year, the processing
cycle is July 1, 2000 September 30, 2001.

Processing Date

Date that the payment record was processed through the RFMS

R

Record Layouts

This report lists all the fields for the record layouts specific to the Federal Pell Grant program.
The printed report includes the field name, field length, start position, and end position.
Available record layouts include:

RL - Grant Header Record RL - External Origination Add Record

RL - Grant Trailer Record

RL - Origination Record

RL - Origination Acknowledgement Record

RL - Disbursement Record

RL - Disbursement Acknowledgement Record

RL - Special Disbursement

RL - Special Disburse. Acknowledgement
Record

RL - ESOA - Summary

RL - ESOA - Detail

RL

RL

RL

RL

RL

RL

RL

- External Disbursement Add Record

- Institution Data Record

- Institution Data Acknowledgement
Record

- Data Request Record

- Data Request Acknowledgement Record

- Multiple Reporting Record

- Year-to-Date Origination Record

RL - Year-to-Date Disbursement Record

RL - Year-to-Date Summary Record

Regenerate

To regenerate a batch means to recreate the batch with the same number of records and the
same batch number as the original batch. This function is useful when a batch is corrupted or
lost in transmission or when you cannot find the original batch file.

Reported Date Enrolled

First date the student was enrolled, as reported by the institution (see Date Enrolled This
Award Year). This date cannot be earlier than 01012000.

For information about terms across award years, see Chapter 4 of The Federal Student Aid
Handbook 2000-2001.
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Reporting Campus

This is the six-digit Pell Institution Number for a participating independent campus or central
administrative campus/office for branch campuses that have unique Pell IDs. The Reporting
Campus is the funded institution.

RFMS

Abbreviation for the Recipient and Financial Management System.

S

SAIG

The SAIG or Student Aid Internet Gateway links thousands of network nodes, or destination
points across the United States, its territories, and certain ED-designated foreign countries to
the Higher Education Act's Title IV Student Financial Aid Programs and delivery system.

Destination points communicate with the SAIG using a PC or mainframe computer to transmit
and receive data. Destination points are postsecondary institutions, Loan Origination Centers,
guaranty agencies, lenders, ED headquarters and regional office personnel, ED Title IV
Applications System contractors, state scholarship and financial aid organizations, other
federal agencies, and ED-designated entities.

SAR Information Acknowledgement

A non-correctable one-page SAR composed of Part 1 only; it is sent to students who transmit
electronic applications or corrections through their schools.

Scheduled Federal Pell Grant

The amount that would be paid to a full-time student for a full academic year within this Pell
Grant award year based upon the student's EFC and COA. See Payment Schedule for the
2000-2001 award year amounts.

School Year

The institution's academic year. The school year may be different than the Federal Pell Grant
Program Award Year.
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Secondary EFC Used Code

A code indicating the EFC on which the institution based the student's Federal Pell Grant
award.

The acceptable values are:

0 Award previously based on secondary EFC.

S Award based on secondary EFC

Blank Primary EFC used in calculating award

If the student's award data in the RFMS is updated to show a change in the award
calculated when using the secondary EFC, but the student doesn't have a secondary EFC,
the data is rejected. To show the student's data has been updated to show the change in
the award, the FAA must report S (Secondary EFC used in calculating award) or the data
will continue to be rejected.

Security Level

The access to groups of functions that is assigned to each user of EDExpress by the system
administrator.

SOA

SSN

Security Level Functions available

1 System administrator -- all functions

2 All functions except Utilities and Security

3 Report functions only

Statement of Account. The SOA is a summary of a school's Pell Grant award year account
produced when authorization level changes.

Social Security Number. It is the nine-digit identifier assigned by the Social Security
Administration (SSA).

SSN/Name Differences Report

This report lists all records that have Original SSNs that are different from Current SSNs or
Name Codes that are different from the first two characters of the last name.

Students by Payment Period Report

This report lists all records and their payment status by payment period.
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I 1 I

Title IV WAN Customer Service

1-800/615-1189

Call Title IV WAN Customer Service for help with:

Transmission errors

Billing and invoices

Network password changes and resets

OPEnet software

EDE enrollment and participation

Software and user manual distribution

Representatives are available to assist you between 7 a.m. and 10 p.m. CT, Monday through
Friday, excluding holidays. You may also send your inquiries via e-mail to t4wan@ncs.com.

Total Payment Ceiling

The maximum available award a student may receive during a full academic year for a given
enrollment status, EFC, and COA. This amount is also based on the payment methodology and
eligibility used.

Trailer

The control record at the end of each batch transmission. A trailer error causes the batch
to be rejected.

Transaction Number

The two-digit number that identifies a valid Pell-eligible ISIR/SAR transaction used to
calculate and disburse the student's award. The student's SSN, the name code, and the
transaction number used together form the Original SSN.

If you would like to change the transaction number, click the ellipsis (...) button. This
displays a grid of all Pell eligible ISIRs on your database for the student. When you selecta
transaction, EDExpress automatically defaults in the associated EFC, Secondary EFC, and
Verification Status values on the origination record.

For more information, see ISIR and SAR.
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Transfer Student List Report

The Transfer Student List report lists all transfer students with disbursement records.

Types of Eligible Institutions

The institutional eligibility regulations define three types of eligible institutions. Under all
three definitions, a school is eligible to participate in all the SFA Programs, provided the
school offers the appropriate type of eligible program.

Public schools are tax-supported, nonprofit institutions.

Private schools are nonprofit institutions supported primarily by a non-governmental agency.

Proprietary schools are private, for-profit institutions.

N4Note: A school can meet the definition ofmore than one type of institution.

User. ID

A user ID is a string of one to eight characters that identifies you in EDExpress. When
logging in to EDExpress, you enter your user ID and password.

The first time you log in, the default user ID and password is SYSADMIN. EDExpress
prompts you to change the default by creating a new user ID and password. Within Security,
you can then establish user groups, IDs, and passwords for your staff.

V
Verification Status Code

A code that you enter that best describes the method under which you made payment to the
student, as described in the Verification Handbook. The codes that can be entered are:

N Not selected for applicant data verification by CPS

A Accurate data

W Without documentation (made first payment before completing applicant data
verification)

T Tolerance

C Calculated

R ReproCessed corrected applicant data through CPS (transaction number 02-99 only)

S Selected for applicant data verification by CPS; 30% verification limit for applicants
reached, or institution is exempt from process, because applicant data not verified

(4404Note: An * (asterisk) after the EFC indicates the CPS selected the student for applicant data
verification. N (not selected) is invalid for students the CPS selected.
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Weeks in Program Academic Year

The number of weeks of instruction in the institution's academic year.

Blank Schools using payment methodology 1

30-78 All other payment methodologies

The number of weeks of instruction in the institution's academic year. If an institution's
Academic Year is less than 30 weeks, you must report 30 due to Federal Pell Grant Program
minimum requirements. If an institution's academic year is greater than 30 weeks, report the
actual number of weeks required.

Weeks Used to Calculate Payment

The total number of weeks of instruction in the student's program of study's Academic Year.

Blank Payment methodology 1

00-29 Payment methodology 2

00-78 All other payment methodologies

See Chapter 4 of The Federal Student Financial Aid Handbook for examples of
award calculations.

Y

YTD Data

Year-to-date data. Total year-to-date processed payment records that were not rejected/not
retained and were accepted by the RFMS for an institution as of the current date for a
school year.

YTD Data Request Record

Details the record layout for the year-to-date EPPD data requests.
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Appendix C - Exercise Answers

Unit 1- Lesson '1

Now let's try an exercise to see how much you've learned about the RFMS process.

Click the icon on your desktop called "RFMS Puzzle." Follow the directions. You'll come to a
screen with out-of-order pieces of the RFMS diagram we saw earlier. Your goal is to create a
logical flow chart of the process by using your mouse to drag and drop the pieces of the
puzzle. If you make a mistake, the puzzle piece returns to its starting position. If you are
correct, the puzzle piece stays in place in its new position. Take a few minutes to work on this,
and have fun!
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Unit 1- Lesson 2

Instructions

1

Use the steps outlined below and the following data to complete the setup for the reporting
campus that we demonstrated in class:

Step
1

Action
Select Tools/Setup/Pell/Institution from the main menu.

2 Identify the campus as reporting by clicking on the Reporting icon.

3 Click OK.

The Pell Institution Setup screen is displayed.

4 Type the reporting campus Pell ID, which is 011[111.

The name and address fields for the institution automatically default from the EDExpress
Institution database.

5 Complete the Miscellaneous Information section of the screen by selecting the value provided
below for each field.

6 Click on the Estimated Disbursements button and enter the Estimated Disbursement Dates.

7 Complete the Enrollment Information section of the screen by selecting the value provided
below for each field.

8 Complete the Cost of Attendance section of the screen by selecting the value provided below
for each field.

9 Complete the FAA Information section of the screen by selecting the value provided below for
each field.

10 When all of the information is entered, click the Save icon to save the record.

Field Value Data:

Pell ID Information

Reporting Campus: 011111
Attending Campus: 011111

Institution Information

Name: SFA University
Address 1: 123 Main Street
City: Anytown
State: VA
Zip: 22203
Default Institution? Yes
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Unit I - Lesson 2, cont.

Field Value Data, continued:

FAA Information Misc Information

6
1

Name: M SMITH
Internet: msmith@sfa.edu

Institution Type:
Financial Control:

Telephone Number: 999-99-99999 Institutional Disbursement Option: 1

Enrollment Date: 08/28/2000
Number of Payment Periods

in Student's School: 2
Estimated Disbursements: 09/01/2000

01/15/2001

Enrollment Information Cost of Attendance

Enrollment Status: 1 1: 10,000
Academic Calendar: 3 2: 12,000
Payment Methodology: 1 3: 14,000
Weeks in Program Academic Year:
Hours/Credits in Program

Academic Year:

1. Which cost of attendance figure will be automatically placed on each student's record?

The first one

2. How can you tell which fields require an entry?

The yellow fields require a valid entry before EDExpress will save the record.

3. What is the primary purpose for Pell Institution Setup?

To save you keystrokes and effort. Values entered in Pell Institution Setup are
added automatically to each student's record, so you do not have to enter
them manually. If necessary you can change default data on a student's
record.
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Unit 2 - Lesson I

Appendix C - Exercise Answers

Instructions

Complete the following true/false quiz to review what you have learned so far about origination.

True or False

T You must have an accepted origination record on file at the RFMS for every student
who receives a Federal Pell Grant.

The student must be enrolled at your school before you can transmit an origination
record.

F Your origination record will be rejected if another school has submitted an origina-
tion record for the same student.

T You can send the origination record at the same time as the disbursement record.

You are required to disburse Pell Grant funds to the student on the dates you
indicate on the origination record.

F Your disbursement record will always be rejected if it reports a disbursement
amount less than the award amount on the origination record.

T Your origination record will be rejected if the student did not submit a valid, Pell
Grant-eligible FAF SA.

F You do need to notify RFMS if you submitted an origination record for a student
and the student did not actually receive a Pell Grant.

F The RFMS will reject your origination record if it calculates an award amount
higher than the one you reported.

F You are required to use EDExpress to create origination records.
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Unit 2 - Lesson 2

Scenario

You are a financial aid administrator at SFA University. George Jones, a new student at your
school, brings his SAR to you. You have not yet received his ISIR yet because he did not
indicate SFA University on his FAFSA. However, you want to go ahead and create an origina-
tion record for him anyway.

George's information follows:

SSN: 891-11-1111
Transaction Number: 01
EFC: 372
Enrollment status: Half-time
Origination Award Amount for
Entire Year: 1475
Verification Status:

Instructions

1. Create and save an origination record for George Jones using the steps provided below.

2. Answer the questions at the end of the exercise.

Step
I

Action
Select File/New from the menubar

2 Type the SSN, then click OK

The demographic record is displayed.

3 Type the student's last and first name.

4 Click the diskette icon to save the record.

5 Click OK.

6 Click on the Pell Grant tab to move to the Pell
Grant origination screen.

7 Click on the + button to create a new record

8 Type the student's name code and click OK.

9 Enter the student's information in the
appropriate fields.

Press Tab to move forward through the fields.
Press Shift-Tab to move in reverse.

10 Click the diskette icon to save the record.

I I Click Yes.

12 Click OK.

13 Select File/Close from the menu bar.
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Unit 2 - Lesson 2, cont.

1. What function key is used to see what data is acceptable for required fields?

F1

2. What numeric code is associated with half-time enrollment status?

3

3. What is George Jones' Total Payment Ceiling?

$1475

4. What would George Jones' Total Payment Ceiling be if he was attending full-time?

$2950

5. Is George Jones' record ready to be batched for transmission to the RFMS?

Yes
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Appendix C - Exercise Answers

Unit 2 - Lesson 3
Scenario

You would like to originate Pell Grant awards for ISIRs you have just received that were not
selected for verification. You do not want to originate the records that have been selected for
verification until you have completed the verification process.

Instructions

1. Import all ISIR records that were selected for verification into the Pell module. Ifneces-
sary, use the step-by-step keystroke instructions below.

2. Review the questions at the end of the exercise, and answer them as you proceed through the
exercise.

Step
1

Action
Select File/Import from the menu bar.

2 Click the App Express tab.

3 Select ISIR Data - Automatic as the import type.

4 Click the File button, then click on SARA010P.DAT.

5 Click Open.

6 Click Screen to route your edit report to the screen.

7 Click OK. Review the batch import statistics.

8 Click OK. Review the Import Edit Report.

9 Click the Close button on the toolbar.

10 Select File/Import from the menu bar.
11 Click the Pell Grant tab.

12 Select Origination Data - ISIRs as the import type.
13 Click Screen.

14 Click Selection Criteria.
15 Click the ellipsis button next to Query Title.

16 Click on Not Selected for Verification.
17 Click OK.

18 Click OK again.

19 Click OK to begin importing.

20 Review the batch import statistics, then click OK.

21 Review the Import Edit report, then click Close on the
tool bar.
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Appendix C - Exercise Answers

Unit 2 - Lesson 3, cont.

1. How many records did you receive from the CPS and import into the App Express module
of EDExpress?

15 data records

2. How many records did you import into the Pell module?

10

3. Are the records you imported into the Pell module ready to be batched for transmission to
RFMS?

No
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Unit 2 - Lesson 4
Scenario

After importing all of the ISIRs not selected for verification (completed as the Lesson 3
exercise), you decide to update selected origination records with award amounts of $3,300.

Instructions

1. Use the Multiple Entry function to update the award amount to $3,300.00 on all origination
records in your database that have an EFC = 0. Also, change the origination status of all
records to "Ready" using the Multiple Entry function. If necessary, use the step-by-step
instructions below.

2. Answer the questions at the end of the exercise.

Step
I

Action

Select Process/Multiple Entry/Pell from the
menu bar.

2 Mark the Award Amount field, and enter 3300
as the value.

3 Mark the Ready to Export field and the box in
the value column.

4 Click Screen as the Report Destination.

5 Click the Selection Criteria button.

6 Click the ellipsis button next to the Query title.

7 Click on EFC = 0 and then click OK.

8 Click OK.

9 Click OK again.

10 Click Save, then click Yes twice to confirm.

II Review the Edit report, then click the close
button on the toolbar.

1. How many records were successfully updated with an award amount of $3,300?

3

2. Are these records ready to be batched for transmission to RFMS?

Yes

3iii..;
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Unit 2 - Lesson 5
Scenario

As you arrive at work this morning, you read an e-mail from your boss asking you to complete
two tasks before noon.

Export the origination records you have created so that your EDExpress administrator
can transmit the file to the RFMS today.

Provide your boss with a list of all origination records that have been created for
independent students.

Instructions

1. Export all origination records and print an origination list, in origination ID order,
containing only independent records. If necessary, use the step-by-step instructions below.

2. Answer the questions at the end of the exercise.

3. Refer to the origination status codes on page 2-21 if necessary.

Step
I

Action
Select File/Export from the menu bar.

2 Click the Pell tab.

3 Select Origination Data - RFMS as the export
tYPe.

4 Click OK.

5 Review the Export Statistics box. Click OK to
continue.

6 Select File/Print from the menu bar.

7 Click the Pell tab.

8 Select Origination List.

9 Click Screen to route the listing to the screen.

10 Click Selection Criteria.

11 Click the ellipsis button.

12 Click Dependency Status, then click OK.

13 Click OK again.

14 Use the list in the Field Value column to select I, for
Independents.

15 Click OK, then click Close.

You have developed a query to select your
independent students on the database.

16 Click OK to run the report.

17 Review the report, then click the Close button.
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Appendix C - Exercise Answers

Unit 2 - Lesson 5, cont.

1. How many origination records were in the batch that you exported?

4

2. What was the message class of the batch that you exported?

PG0R011N

3. What was the origination status on the records you exported before you exported them?

Ready

4. What was the origination status on the records you exported after you exported them?

Batched

5. How many records for independent students are in your database?

2

6. How many of the records for independent students have been exported?

2
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C-12 Pell Training 2000



Unit 2 - Lesson 6

Appendix C - Exercise Answers

Scenario

One of your job responsibilities is to import and review all origination records received from
the RFMS. Your processing schedule indicates that you import acknowledgements.

Instructions

1. Import the acknowledgement file that is in your C:'IAM\DATA folder. If necessary, use the
step-by-step instructions below.

2. Answer the questions at the end of the exercise.

Step
1

Action

Select File/Import from the menu bar.

2 Click the Pell tab.

3 Select Origination Acknowledgement - RFMS as the import type

4 Click File.

5 Click on the PG0A010P.DAT file, then click Open.

6 Select Screen, then OK.

7 Review the edit report box, then click OK.

8 Review the edit report, then click Close.

1. What was the message class that you imported?

PG0A010P

2. How many records were in the acknowledgement file?

4 data records

3. What was the total amount of the awards accepted by RFMS?

$11375

4. Where in EDExpress could you find information about the batch you just imported and all
other batches that you have imported and exported?

Go to Tools/Browse/Pell and select Batch Activity.
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Unit 3 - Lesson I

Instructions

1. Read the two scenarios and answer the questions that follow.

2. Take the true/false quiz to review and reinforce what you have learned so far about dis-
bursements.

Scenario #1

You are using a systemother than EDExpress to create origination and disbursement
records. You create an origination record for Jane Hughes showing an award amount of
$1,850. You submit a disbursement record for the first payment period with a disbursement
amount of $1,650. You submit a disbursement record the second payment period that also has
an amount equal to $1,650.

1. What information will appear on the acknowledgement record for the first disbursement?

Disbursement amount $ 1650
Action Code A
A = Accepted
C = Corrected
E = Rejected

2. What information will appear on the acknowledgement record for the second disbursement?

Disbursement amount $ 200
Action Code
A = Accepted
C = Corrected
E = Rejected

Scenario #2

During the summer of 2000, you submit an origination record for Jim Hogan showingan
award amount for the full year of $2,350. The award amount assumes that Jim will attend full-
time. In early September, you submit a disbursement record showing thatyou plan to make a
payment to Jim of $783.33 on September 21d , after the beginning of the first term. The
disbursement amount assumes that Jim will enroll half-time. However, a week before the
actual disbursement date, Jim changes his enrollment status to full-time. He now is entitled to
only $391.67. You need to send another disbursement record to the RFMS reporting the
change.

1. What information do you report on the disbursement record?

Disbursement Amount $ 391.66
Debit/Credit Indicator

P = Positive
N = Negative

2. Do you need to submit another origination record?

No 3' 0
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Appendix C - Exercise Answers

Unit 3 - Lesson 1, cont.

True or False

T You must report to the RFMS each Pell Grant disbursement made to each eligible
student.

Your school may submit special disbursement records even if it is not on the
Reimbursement or Cash Monitoring funding methods.

Under certain conditions, RFMS will accept a disbursement record before it has
received and accepted an origination record.

Schools under the Advance funding method are required to submit disbursement
records within five days of making payment to the student.

T If you submit an origination record with a verification status equal to W, RFMS
will not accept a second disbursement record for the student until you submit a new
origination record indicating that you have received full documentation from the
student and have completed verification.

Activity
For training purposes, we need to set the date on each PC to 08/30/200 so that the system will

accept any disbursements that we process.

Complete the following steps to change the date on your computer:

Step
1

Action

Click on the Start button on the Windows Start up screen.

2 Select Settings.

3 Select Control Panel.

4 Double click on the Date/Time icon.

S Select the month August from the drop down menu.

6 Click on the day, the 30th, on the calendar. Leave the year at 2000.

7 Click OK to process the date change.

3:71
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Unit 3 - Lesson 2
Instructions

Read the two scenarios and answer the questions that follow.

Scenario #1

Eric James is enrolled in a clock hour program at Hogan Technical Institute. Hogan reports an enrollment
date of August 30, 2000 on the origination record it submits for Eric. Eric is also enrolled part-time at
Bay Community College. Bay submits an origination record showing a September 7, 2000 enrollment
date. Both origination records show that Eric's Scheduled Award is $3,300. Hogan Technical Institute
transmits a disbursement record on August 23rd, with a disbursement amount of $1,650. On September
7th, Bay Community College also submits a disbursement record with a disbursement amount of $1,650.

1. Will the disbursement amount on Hogan's disbursement record be accepted by the RFMS?
Yes

2. Will an MRR be sent to both schools after Hogan submits its disbursement record notifyingthem that
Eric is concurrently enrolled?

No

3. Will the disbursement amount on Bay's disbursement record be accepted by the RFMS?
Yes

4. Will an MRR be sent to both schools after Bay submits its disbursement record? If yes, what record
type flag would appear on the MRR?

Yes, CE

Scenario #2

Jamel Wilkins enrolls in Big State University for the fall term. Big State submits an origination record
with an enrollment date of August 24, 2000 and an award amount of $3,300. On August 20, the financial
aid office creates and submits a disbursement record for Jamel showing a disbursement amount of
$1,650, or 50% of his scheduled award.

For the spring, Jamel decides to continue full-time at Big State and enroll for two courses (as a half-time
student) at Bay Community College. Bay submits an origination record for Jamel on December 20
showing an enrollment date of January 15, 2000. They submit a disbursement record on January 10 with
a disbursement amount of $825, or 25% of his scheduled award. Bay receives an acknowledgement
record that indicates that the disbursement amount was accepted by RFMS. Big State submits a dis-
bursement record for Jamel's spring semester on January 20 with an award amount of $1,650. They
receive an acknowledgement record indicating that a reduced disbursement amount was accepted. Both
schools also receive an MRR at this time.

1. Why wasn't an MRR generated after Bay submitted its disbursement record?
There was no potential overpayment nor concurrent enrollment situation at this point

2. What disbursement amount was accepted on the disbursement record submitted by Big State Univer-
sity on January 20th?

$825

3. What record type flag was on the MRR sent to Bay Community College?
PB

4. What record type flag was on the MRR sent to Big State Akvpisity?
PR 4,
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Appendix C - Exercise Answers

Unit 3 - Lesson 3

Scenario

Your boss has asked you to create disbursement records for the four accepted origination
records that you received from the RFMS this morning.

Instructions
1. Enter a disbursement date of 09/15/2000 for all records that have been accepted at the

RFMS. Give George Jones (SSN: 891-11-1111) a first disbursement of $737.50; give the
remaining three students each a first disbursement of $1650.00. Use the most efficient way
possible to create the records. Use the step-by-step instructions below, if necessary.

2. Answer the questions at the end of the exercise.

Step
I

Action
Select Process/Multiple Entry/Pell from the menu bar.

2 Select Ready to Export and click the box in the Value column.

3 Select Disb Submit Date and enter 09152000 as the value.

4 Select Screen.

5 Click Selection Criteria.

6 Click ellipsis button next to Query title.

7 Select RFMS Status and click OK.

8 Click OK again.

9 Select A under Field Value.

10 Click OK, then click Close.

11 Click OK.

12 Enter the correct amounts in the Disb Submit Amount column.

13 Click Save.

14 Click Yes to save, and click Yes again to confirm.

15 Review the edit report, and click Close.
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Appendix C - Exercise Answers

Unit 3 - Lesson 3, cont.

1. Are all records ready to export for transmission to the RFMS?

Yes

2. What other method might you have used to enter and save the disbursement records?

Create each record manually

3. If George Jones' origination record had been sent to the RFMS, but an acknowledgement
had not yet been received, would EDExpress have allowed you to enter and save a disburse-
ment record for him?

No

4. If you had entered and saved an origination record for George Jones', but had not exported
it yet, would EDExpress allow you to enter and save a disbursement record for him?

Yes

5. Assume today is 08/30/2000. Would EDExpress allow you to enter and save disbursement
records with a disbursement date of 10/05/2000?

No

374
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41) Unit 3 - Lesson 4

Scenario

Your boss wants you to send the disbursement records you've created this morning. He also
wants to know the sum of the disbursement amounts submitted.

Instructions

1. Export the disbursement records that you created this morning and print a batch activity list.
Use the instructions below if necessary.

2. Answer the questions at the end of the exercise.

Step
I

Action

Click the export icon.

2 Click the Pell tab.

3 Select Disbursement Data - RFMS.

4 Click OK.

5 Note the name of the file that was created. Click OK to continue.

6 Click OK.

7 Click the print icon.

8 Click the Pell tab.

9 Select List - Batch Activity.

10 Click Screen.

II Click OK.

12 Review the report. Click the Close button.
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Appendix C - Exercise Answers

Unit 3 - Lesson 4, cont.

1. What was the name of the file that you created?

PGDROIIN.DAT

2. How many disbursement records are in the file?

4

3. Has the file been transmitted to the RFMS yet?

No

4. What is the sum of the disbursement amounts submitted in the file?.

$5687.50

5. What was the date and time that the file was exported?

Answers will vary. The date and the time that the file was exported is
shown in the last ten characters of the Batch ID. The Batch ID is printed
on the Batch Activity List.
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Appendix C - Exercise Answers

Unit 3 - Lesson 5

Scenario

You receive a file of acknowledgement records from the RFMS. You need to import them into
EDExpress. Plus, your boss has asked you for a listing of all disbursement records in the
database that have a verification status of W for "without documentation."

Instructions

1. Import the acknowledgement records and print a list of disbursement records using the
appropriate selection criterion. Use the instructions below if necessary.

2. Answer the questions at the end of the exercise.

Step
1

Action
Click the import icon.

2 Click the Pell tab.

3 Select Disbursement Acknowledgement - RFMS.

4 Click File.

5 Select PGDA010P.001.

6 Click Open.

7 Click Screen then OK.

8 Review the Edit report and click the Close button.

9 Click the printer icon.

10 Click the Pell tab.

11 Select Disbursement List.

12 Click Screen.

13 Click Selection Criteria.

14 Click the ellipsis button.

15 Select Verification Status Code and click OK.

16 Click OK again.

17 Select W as the field value and click OK.

18 Click Close, then OK.

19 Click OK to continue.
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Unit 3 - Lesson 5, cont.

1. How many acknowledgment records did you import?

4

2. Were any of the imported records rejected by RFMS?

No

3. How many disbursement records on your database have a W verification code?

0

3 78
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Unit 3 - Lesson 6

Instructions

Complete the following true/false quiz to review what you have learned about special disburse-
ment.

True or False

T Schools who are not on either Reimbursement or Cash Monitoring funding methods
can choose to use special disbursement records.

T You can send a special disbursement record to the RFMS at the same time as an
origination record.

T Special disbursement records are batched and transmitted in a message class
separate from regular disbursement records.

F EDExpress allows you to enter a special disbursement record without first entering
and saving an origination record.
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Appendix C - Exercise Answers

Unit 5 Exercise

True or False

T The ESOA summarizes your institution's Pell disbursement authorization in
comparison to the amount your institution has spent to date.

T Schools can use the Export function of EDExpress to create a data request file.

F RFMS stores the student's name and prints it on the MRR record.

F Transfer records are created manually and stored on the EDExpress database.

F A "blocked" institution can pay a student the full amount reported on the disburse-
ment record.

Instructions

Answer the following questions:

1. List the two steps involved in reviewing the ESOA Report:

1. Import the file.

2. Print the ESOA.

2. RFMS uses the MRR to automatically notify institutions reporting for the same student in
what two situations?

1. Concurrent enrollment

2. Potential overpayment

3. Can a request for MRR data be made manually?

Yes

3L10

C-24 Pell Training 2000



0 Unit 5 Exercise, cont.

Appendix C - Exercise Answers

4. The ESOA includes both summary and detail data.

5. What is the message class for Multiple Reporting Records?

PGMR010P

6. What are the three types of requests available in a Data Request that the school initiates?

ESOA

Year-to-date

Multiple Reporting Record (MRR)
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Appendix C - Exercise Answers

Unit 6 Exercise

Scenario

When you arrive at work you find an email from your boss asking you to:

Import ISIRs just received from the network (you had been expecting to do this anyway
since this is part of your daily routine)

Expedite the processing of a new student - Brendan Barley - who has just recently
submitted his FAFSA.

Meet with her at the end of the day to answer several questions.

Instructions

Complete the activities listed below, and then answer your boss' questions.

1. Import ISIRs received from the CPS (use SARA010P.001).

2. Import all ISIRs in App Express into the Pell module that have a Pell eligible
through 3100).

3. Create an origination record for Brendan Barley. Change his enrollment start
2001 and provide an award for the full year of $2,250.

4. Create an export file.

5. Import the acknowledgement file (use PGOAO1OP.001).

6. Make an MRR request for Brendan Barley's disbursement records only.

7. Import the MRR (PGMR010P.001).

8. Run reports to answer your boss' questions.

3 3 2

EFC (from 0

date to 1/12/
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Appendix C - Exercise Answers

0 Unit 6 Exercise, cont.

Your Boss' Questions

How many ISIR records did you import into App Express?

'SO

How many records did you import into the Pell module?

39

Was Brendan Barley selected for verification?

No

Have any other schools reported making payments to Brendan? If so, which one(s)?

Yes, CC Technical Institute

Can you go ahead and disburse $1,125 to Brendan for the spring term?

Yes

How many students on your organization database have a C code on their ISIR?

0

What is the total amount of disbursements that RFMS has accepted so far?

$5687.50
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